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FOREWORD

The components for education in today's schools should meet the
pupil's need to understand himself in order for him to set realistic
goals. 1In order to do this, both instruction and guidance should seek
out and use all appropriate resources in aiding the student in approach-
ing these goals. The right to choose one's occupation is a basic
American freedom and the search for personal identity is a central theme
in today's life and thought.

The school staff should seek to establish a working, meaningful
relationship with each student. Thrcugh the interaction between the
student and the school staff, he would be aided in aralyzing his be-
havior and evaluating it in terms of his own needs and goals. This
results in his becoming intensely involved in his own learning. The
student can think through his own problems and arrive at a better per-
ception of self. There is great power in a positive self-concept. The
most explicit example of this is Leonardo Da Vinca's answer when somecone

asked him what his greatest accomplishment was. He replied simply,

“

1
"Leonardo Da Vinca."

Teaching, learning, and guiding are all central to learning. Also,
individualization of the whole school experience is the goal of all the
school staftf. It is hopeful that through his learning the individual
student would begin to think of himself as a unique person capable of
self-direction. By self-direction he may begin to evaluate his experi-
ences which could result in vocational planning and even adaptive or

adjustive action.

Doris J. Shallcross, "Creativity: Everybody's Business," American
Personnel and Guidance Journal, 5:73, p. 626.
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Psychologists have known for some time that people react to situa-
tions and facts as they see them. The direction of a student's reactions
seems to him the best and most effective acts he can perform in a partic-
ular circumstance at a given time. If the situation appears enhancing,
he reacts in this direction. If it seems to threaten him, he chooses
another. These decisions become his life-style pattern--be they good or
bad for :he individual. It would appear that any effort made to make the
individual's views of himself and his world more realistic would readily
lead to his ability to adjust his liie style.

As the student gains insight and proficiency in developing a suit-
able life style for himself, he begins tc relate with increasing confi-
dence to his environment in terms of personal role and function. Varied
opportunities for advanced planning through a storehouse of experiences
car prove very valuable in assisting the student to make a sound prepara-
tion for a rewarding future life. This will call for integrating his
personal development with course selection and future career choice. At
first this can be done through a continuation of exploration and research
at all levels in the World of Work. After exploraticn and research, the
student is left to make choices in course selection, career planning, and
ways to achieve success in the career of his choice.

If students study their interests and abilities, this often initiates
greczter insight and understanding toward a practical exploration of the
World of Work. A good Career Orientation Program is designed to encourage
youth to explore careers that interest them in their present stage in life.
Interest surveys are designed to aid youth in a suitable course of action
which would help them in achieving satisfying goals.

If a school is to be successful in aiding students in a career-plan-

O
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UNIT 1

OCCUPATIONAL ORIENTATION
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rrovide student with sound basis for job choices.

Tr create infcrmal atmosphere in which students will exchange
~cezs, opinions, and attitudes regarding themselves and the
witll of work.

Tr grovide students with information to start involvement in
tireer Zecision making.

T: zause student to realize the importance of education, both
Zrrmel znd informal, in attaining his life's goals.,

T 212 srtudent in developing an awareness of his potential and
now Lt relztes to his needs now and later.

»se (uestion —— "Why do people work?"
z. List reasons on blackboard
O

-} tphysical needs
{2} social needs

.-} material needs, etc.
-« I:stuse things contributing to changes in ways of earning a
-iving zs wneel, steamboat, plow, steel, automobiles, frozen
Ionf processing.  Next list jobs created by these inventions.

Do Fhov how jobs are related even though some require more train-
o

-=f, mcre rasponsidility, and are wore difficult to learn.
LIERIN L
<. List ove fariliar occupation on the board like "teacher".

z “ist under this some of the things a teacher needs in
crier to teachk -- books, pencils, maps, paper, desks,
cerpentry tools, electrician's tools, heat, etc. Discuss
dtcupetions found in supplying these needs.

by Cenclusions:

-7 Ezch worker depends on many others.
t2" Rach job demands some preparation.
'I1 There exists a variety of jobs.
% Tact job is important.
z Leie stulernt choose another occupation and list others upon
wnon tuis werker depends.

1)




LESSON 3

1.

2.

Have the students write "Restaurant Work" on a sheet of paper
at the top. List jobs found in the work., Have students
number them in 1, 2, 3, etc. order as to salary, prestige,
etc.

Discuss, when all are finished, giving students a chance to
defend their choices.

LESSON 4

1.

Discuss what woula happen to a community if it were faced with
this situation:

a. no ambulance service

b. no street maintenance men

€. no appliance repairmen

d. no sheriff or law enforcement people

€. no doctor

f. no grocery store owner

g. no lawyer

Write a paragraph or list some of the difficulties arising
from each one of the community situations above. This should
lead to next assignment.

LESSON 5

1.

Give the students the fact sheet (Handout 1) for discussion
with group. These facts will act as motivational "tips" for
future study.

LESSON 6

1.

1.

2.

Ask for volunteers to do some follow-up on a last year's
graduate or a drop-out.
a. Questions to ask graduate or drop-out.
(1) Are you employed?
(2) Are you satisfied?
(3) Were you adequately trained for your job?
(4) What would you change about your high school classes
if you had to go through high school again?
(5) Do you plan to take more training?
(6) Have you changed :obs at least once?
(7) What steps could I take to avoid some of the "pit
falls" you have experienced?

OTPER SUGGESTED ACTIVITIES

Write a short paper on "My Plans for the Future."

Tour counselor's office to acquaint students with equipment,
materials, audio-visual aids, etc., that aid in occupational

.
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10.

planning. (This may be done in small groups so students
will ask questions.)

Assign or let students pick one job such as carpenter,
beauticicn, or pilot. Write how their duties differ.
Example: Beautician may instruct, give permanents, style
hair, ete. Try to think of some personal qualities more
beneficial in one job than another.

Show Film Strips:

a. '"What is a Job?", "What are Job Families?". "What Good
is School?", Educational Film Strips, Sci-:i.ice Research
Associates, Inc., 259 East Eric Street, Chicago 11,
Illinois.

b. "How To Get znd Keep Your Tirst Job", Guidance Assoicstes,
Pleasantville, New York.

Debate: Take a required course in the schocl curriculum i
discuss why it i=. or is not, needed in planning for a career.
Debate: Being a taxi driver is a man's job or operating a
nursery is a woman's job.

Using the four main language-arts areas in communication --
l'stening, speaking, reading, and writing; list ways in each
e~ in which one can find out about careers.

a. .ist some jobs in which one neads to be adept in each of
the four methods of communication. Example: Telephone
operator in a business or industry needs to be a good
listener whereas, a news writer would be required to be
adept at creative writing.

Write a paragraph or page on how you would waswer him if an
underclassman should ask you, "Why do I need to know about
careers?"

Take a field trip to one industry in order to see different
kinds of work performed there. Afier trip have each give
short oral talk on the job he thinks he might like, telling
the duties that worker does which appeal to him.

Make a list of jobs, chores or part-time employment in which
you have participated. Make a check by the 2 or 3 which you
have enjoyed.

Divide class into nine groups. Have e<ch group prepare a

presentation for the class on its topic. This will require

three days or more. These should be based on previous dis-

cussions and findings.

a. Avoid drifting into situations where dissatisfaction
follows.

b. Loss of time and money between end of training and becom~
ing established in world of work.

c. Avoid job hopping.




d. Aid in finding part-time employment.

e. Find out which occupations have the more promising futures.
f. Find out about training needs for different occupations.
(1) sources of financial aids in securing training

(2) things to know about job before taking a job
g. Sources of finding jobs.
(1) employment office
(2) want-ads
(3) friends and reatives
h. Find ocut about tests that aid in showing direction toward
2 suitable career.
i. How to study world of work,
(1) groups and clusters
(2) read pamphlets and books
(3) films, tapes, records
(4) resource people
(5) field trips

11. All students should keep writte:. zssignments in notebook form
for evaluation purposes.

ITII. EVALUATION - Test (Handout 2)

REFERENCES
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Guidance. Cambridge: Bellman Publishing Co., 1964,

Stoops, Emery and Lucille Rcsenheim. Planning Your Job Future. SRA Junior
Guidance Series. Chicago: Science Research Associates, Inc. 1953,




10.

11.

12.

HANDOUT 1

FACT SHEET

Even though we have some 30,000 different occupations, most adoles-
cents are vaguely fam.liar with less than 10.

According to research, boys exhibit striking lack of interest in sales
and clerical with their related activities even though these are among
the fastest growing fields with expanding opportunities.

Stated occupational preferences of many youth are not commensurate
with their ability levels.

From previous studies youth know far too little about earnings and
training needed for an occupation.

Thirty to sixty percent of students in studies chose professional or
white~collared occupations compared to fifteen percent now working
i these occupations.

One-third of Seniors polled stated they had no occupational prefer-
ence while two-thirds stated they were concerned about future plans.

Nine of ter. girls now enrolled in high school will be employed 25

years or more away from the home. Yet, most of them appear to be
concerned only with premarriage plans. Fitch in 1960 found that

boys' vocational aspirations are more realistic than girls' aspiratic‘s.

Thirty per cent of youth are dropping out of school before high school
graduation, vwhile 437 are graduating.

Each year 700,000 drop-outs and 400,000 high school graduates are
entering the labor market.

It has been estimated that by year 1975, 457 of the natio;'s jobs
wil! deal with space.

By year 2000, 60,000 workers will be in vocations non-existent today.

Life expectancy of men is said to be 67; women 74.2 years. Many
productive years lie ahead for today's youth.
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HANDOUT 2

TEST

Write T before true statements; F before false statements.

12.

13.

14.

15.

16.

17.

Students of today have approximately 20,000 different occupa-
tions from which to choose a future type of work.

Planning a future career should be flexible instead of pin-
pointing one specific job.

A person can have an occupation and still be unemployed.

Experimentation should be considered as a loss of time in
decision-making as it relates to job satisfaction.

Demand is a greater factor in career decision than personal
satisfaction.

Unskilled laborers are frowned upon and should be avoided in
choosing a career.

Many writers believe occupational choice is a basic expres-
sion of personality organization.
1

Women and men have practically the same life expectancy.

Duties within job clusters or job families differ greatly in
many respects.

Once an occupational commitment is made, a person should stay
with it,.

Students should be given an opportunity to make suggestions
concerning the type of activities which they feel will be

most interesting and worthwhile.

Work always involves monetary rewards.

A person usually achieves more when he is working toward a goal.

Work ethics are the same in all countries.

The level at which a person lives is determined only by the
kind of work the individual does.

In the early high school years, it is wise to keep your ideas
about your future job flexible.

Upon graduation from high school, final career choices should
be made.




7
B. Match the following words or phrases with their definitions by plac-
ing letter (a, b, c, etc.) in blank before definition. ‘

|

1. Meaningful; related to a. discrimination
2. Study of jobs in a broad b. prestige
sense, to provide individ-
uals with sound basis for c. avocation

|
job choices
d. career crientation |

3. What an individual is capable
of doing e. aptitude
4, Move to action f. philosophy
5. Outlook or rules to live by g. flexible
6. An individual's image as he h. self-identity
sees it
i. dintegrate
7. A term used when employers .
refuse prospective employ- j. motivate
ees because of race, color,
sex, etc. k. relevant
8. The process of absorbing 1. potential

plans for future into formal

education so that occupations m. role playing
may be chosen that are more

meaningful and satisfying

9. Inborn traits that guide you
into certain areas of work
suited for you

10. Capable of being changed or
adjusted

C. Choose the best answer by underlining.

1. The best guide to choosing an occupotion is to
a. read want-ads in newspapers
b. find out all you can about the high~st paying jobs
c. try to learn all you can about yvur skills, abilities and
interests and match them with a job requiring these factors

2. Job families pertain to
a. all the members in a family and what their jobs are
b. all occupations in one interest area
¢, mneither a or b above




10.

A student in the world of today

a. can easily find a job suited for him

b. will find it difficult to find a job satisfactory to him

c. needs to learn all he can about self and opportunities open
to him before entering world of work

1f you are fully trained in a job you are doing today

a. there is little need for further training

b. there may be need for further training

c. your job could become obsolete because of technological changes

Career development is

a. an ongoing process

b. ended when person enters world of work
€. most important in junior high school

The occupatioa most likely available to a person with a high
school diploma and no specialized training would be

a. journeyman cavpenter

b. engineer

c. practical nurse

d. assembly line worker

The resources that would be likely to give Bill the most reliable
irf>-mation about a job would be

a. his counselor

b. his English teacher

c. Dictionary of Occupational Titles

d. novels about college life

The major objective(s) in a course in studying occupational
orientation or career development are

a. help student in developing job skills before graduation
b. develop specific student job skills before graduation
c. 1integrate vocational and academic education

d. all of these

The world of work includes

a. everything that a person does in life ’

b. all the jobs and related activities in which people are
employed

c. those things that a person does during his leisure time

d. only those who hold down full time jobs

The main purpose of classes in occupation orientation is

a. to encourage individuals to muke a definite job choice during
the school year

b. to teach students definite skill jobs

c. to provide individuals with a sound basis for job choices

d. to help the students get a job for the summer




D.

11. Based on current trends, educational and training requirements
for jobs are likely to
a. 1increase c. remain the same
b. decrease d. Dbe unpredictable

Upper Grade Evaluation

This upper grade evaluation will help you measure how well you read

directions and practice what you read.

The rules designed to help us work safely do no good unless we kucw

them, understand them, and follow them. And, many of us don't do quite
as well at following instructions as we might think.

Try the test ycurself and see how you compare with youngsters in the

upper grades. Just concentrate, but remember you have only three minutes
to finish the test.

OO0~ ONUT LN
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17.
18.
19.

HOW WELL CAN YOU FOLLOW INSTRUCTIONS?

Read everything before doing anything.

Put your name in the upper right hand corner of this page.

Circle the word "name" in sentence two.

Draw five small squares in the upper left hand corner of this page.
Put an "x" in each square.

Put a circle around each square.

Sign your name under the title.

After the title write '"Yes, Yes, Yes."

Put a circle around each word in sentence No. 7.

Put an "x" in the lower left hand corner of this page.

Draw a triangle around the "x" you just put down.

On the reverse side of this page multiply 703 by 9805.

Draw a rectangle around the word 'page' in sentence No. 4.

Circle your first name when you get to this point in the test.

If you think you have followed directions up to this point, write
"I have" following this sentence.

On the reverse side of this page add 8950 and 9850.

Put a circle around your answer. Put a square around the circle.
Write the numbers from ore to ten backwards in the space below.
Now that you have finished reading carefully, do only sentence one
and two.

TEST KEY

True~False: 1. 2.
10.T 11.

|—1f=
T

IEE!
[

Matching: 1. k 2.d 3.1 4.3 5. f 6.h 7.a 8.1i 9.e 10. g

Best Answer: 1. ¢ 2.
10. ¢ 11.
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I.

II.

UNIT 2

THE IMPORTANCE OF WORK

OBJZCTIVES

A. To help the students realize that work is necessary for community
well-being and is necessary as a means of contributing to the
worker's level of living.

B. To help the students realize that work provides recognition and
satisfaction.

C. To help the students develop a desire to work.
LESSON PLANS
A. LESSON 1 - Reasons People Work

1. Discuss the meaning of the word "work."

2. Have each student make a list of the reasons he thinks people
work,

3. Discuss the reasons. Have each student add or delete reasons
as agreed upon by the class after discussion.

4. Notebook work - have each student keep a list of the accepted
reasons, indicating the most important ones.

5. Added facts to present
a. Work is what an adult spends most of his time doing.
b. Work is the production of goods or services.
c. The average person works 2,000 hours each year.
d. The total labor force in U.S. is almost 85 million,
e. Forty percent of these are in agricultural occupations.
f. Nations with low agricultural productivity have low levels
of living.

B. LESSON 2 - Film Strip
1. Show the film strip "Job Attitudes: Why Work At All",
2. Discuss the film strip.

3. Added facts to present
a. Ethics establish how people act.
b. Work ethics are concerned with how people view work.
c. Much of the work ethic is rooted in religion. Most people
feel that an able-bodied person is evil if he doesn't work.

d. Some cities and states have vagrancy laws to encourage
work.

o
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C. LESSON 3 - Work In Colonial Times
| 1. Use The Challenge of America - Chapter £ "“iiz 1z =-¢ Jrlrmias’
1 2. Read the first part of the chapter eptizlad "New Zzgzlim: T3
| a Center of Trade and Farming.’
| < 1e
| 3. Use the questions on pp. 135, 145 in the zzs:z.sscovw
4. Notebook work - list the k“nds of werx zommern iz 2:i2s 27z
at this time.
D. LESSON 4 - Centinuation of Lesson 3
1. Read the last part of Chapter € entizlad 'The 3Jouz: Tz:r Tlzaz-
tations Worked by Slaves."
2. Discuss the reading, using the questicrs oo z. L3¢
3. Notebook work
a. List the kinds of work done in the Scuzir fuziig lolsonzl
times.
b. Make a chart showing how varying zoandzzi-zs 1z ziifszcaz:
areas caused differences in wcrk.
4. Added facts to present
a. Work and attitudes toward work wvarzw z:zzziinz I times
and counditions.,
b. Types of work in Colonial times weze *asze 707 1ue TEls
of that time.
c. Conditions caused the pecple of t<he Nezzr 27 zavs siigtzlT
different views of work from pecp.s 2 zonz Iooz:
E. LESSON 5 - Work in the 1850's
1. Use The Challenge of America - Chaptexr I3 Tilz iz Zus mozts
1850's."
2. Read the first section entitled "The Zrowwizz VoTit azzzzzts
New People."
3. Assign five students to discuss the Zivs guesiizzs ooot. OiD
each discussing one question.
F. LESSON 6 - Cortinue Work in the 1850's
1. Read the first part of Chapter 17 emzitled "The ity Jolzw
Depends on Slavery." Discuss.
2. Added facts to present
a. In the ancient world, work was zomsiliszad =vil
b. The Greeks and Romans thought <he Zods ~3I2: pex 220
them to work. To avecid this wecrk, mes sz37Tisc 3.2

ERIC o

Aruitoxt provided by Eic:
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c. Conditions leading to the use of slaves in the South
caused the slave owners to cling to the ancient work
ethic more than the non-slave owners in the North.

LESSON 7 -~ The Machine Age

1. Use The Challenge of America - Chapter 21 "The Machine Age:
Big Business and Agriculture."

2. Read the first section entitled "Industries and Inventions
Spur Progress." Discuss.

LECSON 8 - Continuation of Lesson 7
1. Finish reading Chapter 21. Discuss.

2. Notebook work ~ tell how each of the following changed the
world of work:

a. William Kelly f. Transcontinental railroad
b. Henry Bessemer g. Henry Ford

c. Andrew Carnegie h. Wright Brothers

d. John D. Rockefeller i. Alexander G. Bell

e. Thomas A, Edison j. The Morrill Act

3. Added facts to present
a. Changes brought about by new inventions provided new and
different types of work.
b. These changes are gradual.

c. The space ige has made a new group of jobs available today.

d. The changing role of women has opened many jobs to them.
LESSON 9 - Speaker

1. Have a local worker speak to the class, stressing the need
for his work and its satisfying aspects.

2. Have a short question and answer period.

3. 1Ideas to emphasize in discussion after the speaker's departure:

a. Work is a social arrangement.

b. It aids in meeting the social and psychological needs of
man,

¢. Social activities after work hours may invnlve fellow
workmen.

d. Friendships are often forred at work.

LESSON 10 - Trip

1. Make arrangements for the class to visit a local place of
employment,

2. Ask each student to note the various jobs and types of jobs
availablz in the one place of employment.




3. Go to

a. factery e. construction site
b. hospital f. place of city or county
c. newspaper plant g0 rernment

d. grocery or department store g. police station
K. LESSON 11 - Discussion and Notebook
1. Discuss the variety of jobs observed on the field trip.
2. Make a list of locally available jobs.

3. From the list have each student select five that he feels
would be rost satisfying to him.

4. Have each student write a short essay on each job he has
chosen, discussing the reasons it would be satisfying tc him.

ITII. EVALUATION - Test (Handout 1)

REFERENCES

Bronz, Mocn, and Cline. The Challenge of America. New York: Holt,
Rinehart and Winston, Inc. Publishing Company, 1968.

Darcy, Robert L. "A Classroom Introduction to the World of Work,"
Occupational Outlook Quarterly, 15:23-26, Winter, 1971.

Job Attitudes: Why Work at Al1l? Pleasantville: Guidance Associates,
1967.

Lee, Jasper S. ''Determining the Importance of Work," Micro-~fiche
Ed. 037235. Jackson: Mississippi State University, 1971.

Powledge, Fred. 'New Careers." New York: Public Affairs Pamphlet YNo.

427, 1968.
TEST KEY
A. True-False
1. T 2.T 3. F 4. T 5. F 6. T 7.F 8 F 9. T 10. 71T
B. Matching
l.c 2.f 3.a 4.g 5.b 6.1 7.4 8.e 9.h 10. j

C. Fill-in Blanks
1. Vagrancy laws 2. religion 3. 85 million 4. 50 5. Slavery
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Colonial times the average New England farm was five
acres.

The many Inventions of the early 1800's created many new jobs.

-rist Immigrants coming to U.S. in the 1840's were more
seillel than most immigrants of that time.

Zuring the early 1800's caused the people of the
ave slightly different views of work from those of

The women's liberation movement has opened many new jobs to
vome:..
Rzizoms with the highest agricultural productivity have the
Iowest levels of living,
= is limited to probably not more than 8 differ-
available jobs.

s what an adult spends most of Lis time doing.

. meecing the social and psychological needs of

sold cotton to British
Appleton, Wisconsin
British steel maker
first assembly line pro-
ectric power duction
tinental railroad slave revolt

one learning a trade
Standard 0il Company
mass production

Sholes i. Promontory Point, Utah

j typewriter
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C. Fill in the Blanks

1, are laws that encourage people to
work,

2, Much of the work ethic is rcoted in .

3. There are almost workers in the United States.

4, per cent of U.S. workers are in agricultural occupations.

5. developed as a result of the attitude of ancient
people toward work.

D. Answer’

1. What is work?

2. What needs of man does work meet?

3. How did the transcontinental railroad affect i.dustry?

4. Name an industry that blossomed during the 1850's and give some
reasons for its growth.

5. Name a local job that you think would be satisfying and give
three reasons why you consider it so.

E. Test Key (see p. 13)

ah
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UNIT 3

THE WORLD OF WORK

I. OBJECTIVES

A.

B.

E.

To help the students better understand changes in the present
world of work.

To help students better understand that they must make many
important decisions.

To help students realize that decisions are sometimes not easily
made, but that problems faced squarely can usually be satisfac-
torily solved.

To create an understanding of the various occupations and their
number and variety.

To better understand labor forces in today's world of work.

IT. LESSON PLANS

A.

LESSON 1

Introduce the topic "The Present World of Work." Discuss
the meaning with the class.

2. Make a list of occupations in the World of Work today.

3. Compare work done by the early colonists as a means for earn-
ing a living with the work done today to earn a living.

LESSON 2

1. Keep a notebook of pictures, reports, facts, tables and other
things pertaining to occupations as the unit moves along.

2, Select students to give talks on either their mother's or
father's occupation.

3. Discuss the different occupations involved in getting a con-
tainer c¢f milk into the refrigerator, or in putting bacon
on the breakfast table.

LESSON 3

1. Divide the class into three groups for research purposes.

2. Have group one do research on where work is found. The

second group could do research on skills and developments
needed to do certain kinds of work.
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a. The amount of skill and knowledge required to do a
certain work has increased.
b. Skilled persons must be willing to learn new skills.

3. The third group do research on technology.
a. Define.
b. Have the class do a chart on major inventions that have
helped to advance technology. Use the following form.
c. Put this form on the board as an example.

Date Invention Inventor Country
3000 BC Wheel Unknown Asia

D. LESSON 4

1. Discuss the term "occupatien" with the class
a. what it means
b. what ways occupations affect us
c. need for studying occupations
d. what occupation appeals to them and why

2. Make a chart of occupations
a. Each student do a chart of the occupations represented
in his school and community
(1) For resource material visit Employment Office
(2) Newspapers have occupations listed
b. Collect clippings and pictures of occupations and arrange
them on a bulletin board
E. LESSON 5
1. Discuss the fact that all jobs are important.

2. Have a speaker come and discuss the different jobs in our
world and tell the class how and whk, he made his decision
to do a certain type of work.

F. LESSON 6

1. Review the material discussed in lessons four and five.

2. Ask each student to select a job from the '"Help Wanted" sec-
tion of a newspaper and attempt to justify his decision.

3. Many decisions are made every day of life.
4. List five decisions you have made today.
G. LESSON 7

1. Discuss the kinds of agencies that employ workers.
a. Discuss some public agencies

<
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(1) The Government usually operates public agencies.
Some examples are: police departments, maintenance
departments, armed forces, highway maintenance.

b. Name some private agencies
(1) grocery store
(2) real estate
(3) automobile dealers

c. Ask a government employee %r someone employed by a public
agency to speak to the class discussing the requirements,
duties, and advantages of a public employee.

d. Bring to class a report on an interview (Handout 1) of a
private employee or a merchant, real estate broker or
automobile dealer. Get their views on the advantages of
being a private employee.

e. Collect pictures for the notubook of public and private
employees at work.

LESSON 8

1. - Discuss labor unions and their role in today's work force.
Many students will be affected by unions and labor organiza-
tions.

2, Set up a panel to do research on labor unions and later report
to the class on findings concerning the early history of the
union, its beginning, its importance, the kinds, and the con-
tinuing need for labor unions. Name the leaders from the
beginning of the unions up to our present labor leaders.

3. Make charts for their notebooks in which the types of labor
unions and their leaders are listed.

LESSON 9

1. Show films or slides of labor unions.

2, Collect and bring to class clippings about labor unions and
the union leaders.

ADDITIONAL FACTS

1.

Many changes have occurred in the World of Work.
How we live affects the place where we live.

Technology reduced the amount of hand labor required to do
werk,

The amount of knowledge and skill required to do certain
work has increased.

Skilled persons must be willing to learn new skills.
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6. Employment Agencies are important to those who are seeking
jobs,

7. Changes in the world of work are reflected by working condi-
tions.

8. Labor unions play an important role in the worker's life to-
day.

IIT. EVALUATION - Test (Handout 2)

REFERENCES

Arkansas Guidebook for Vocational Orientation. State Department of Edu-
cation and University of Arkansas, Department of Education, Little
Rock and Fayetteville, 1971.

Bronz, Moon and Cline. The Challenge of America. New York: Holt, Rine-
hart and Winston, Inc. Publishing Company, 1968.

Eibling, King and Harlow. History of Cur United States. River Forest,
I1linois: Laidlaw Brothers Publishers, 1964,

Hartley, William H. and William S. Vincent. American Civics. Chicagos
Harcourt, Brace and World Inc. Publishers, 1967.

Lee, Jasper S. "Understanding the Present World of Work," Micro-fiche
Ed. 057235, Jackson: Mississippi State University, 1971.

Preparing for the World of Work. Pleasantville: Guidance Associates,
1967.

Thiemann, Norman L. Handbook of Job Facts. Cnicago: Science Research
Associates, 1968.
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HANDOUT 1

INTERVIEWS!

The following form may be used by students in Interviewing workers in
different occupations.

1.
2.

10.
11.

12.

13.

14,

15.

INTERVIEW REPORT

Student's name: Date:
Name of person interviewed:

Questions to be asked by person conducting the interview:

What is your title?
Exactly what do you do on your job?

Where are you employed?
What type of education or special training does a person need
to enter your occupation?

How much on-the-job training did you receive?

Are any special physical characteristics necessary for perform-
ing your job?

What personality traits are helpful in your field?

What abilities are required?

How would you describe the working conditions of your job?
What hours do you work?

Could you tell me the approximate salary of workers in your
occupation?

What are some of the fringe benefits offered by your company?

What are the prospects of getting a iob and advancing in your
occupation?

What do you consider the major advantages of your type of work?

What are the major disadvantages?

1Norbert Johnson and Jasper S. Lee. Occupational Orientation.

An Introduction To The World of Work. Teacher's Edition, Mississippi
Miccissippi University, 1973),

State:
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A,

HANDOUT 2

TEST

True ~ False

11.

12.

13.

14.

15.

16.

17.

18.

19,

Many decisions are made without too much consideration.

Students should become aware of the skills that employers

look for when selecting applicants.
Skills or habits all follow the same pattern of development.

The development of skills sometimes follows the trial and
error pattern of learning.

Each of us has some skill,

The most important way to know that an act is skilled is to
look at the end product.

Some occupations hold a high prestige.
All jobs are not important.

An important characteristic of the World of Work is the fact
that there is always change.

Technology is constantly improving the methods of production
and quality of the product.

There are a tremendous variety of jobs available in the United
States, '

Some jobs are mobile.

In the early history of the United States most people worked
at or near their home.

Very few changes have occurred in the World of Work.
Technological advancement put many people out of work.
We seldom make decisions of our own.

Some decisions are difficult to make.

The early colonists had little choice of occupations.

American citizens of today are faced with many occupations
and must make many decisions,
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20.____ Unions are organized to protect employers.
2. Labor Unions are organizations of workers whose common aims
are to obtain higher wages.
22, Unions are not accepted as a part of the American way of life.
23.____ A strike is a power struggle.
24, Some of the first factory workers were farm girls from New
England.
25, The American Federatirn of Labor and the Congress of Indus-

trial Organization are separate organizations,

B. Matching

1. Job a. a group of similar work
activities found in more than
one place of employment,

2, Atomic Power b. Life's work in a broad area
of interest in which one has
received some training.

3. Career c. An activity in which one exerts
strength or effort to do or
perform something.

4, Occupations d. A position in a particular
plant or place of work.

5. Work e. Brings new jobs of scientific
interest and ability.

6. Collective Bargaining f. A spokesman acts for all the

members of his Union.

C. Test Key

1.T 2. T 3.F 4.7 5.T 6.T 7.T 8 F 9. T 10. T
11. T12. T13. T 14. F15. F16. F17. T 18. T 19. T 20. F
21, T 22. F23. T 24. F25. F
Matching

1.d 2. e 3.b 4.a 5.¢c 6. f

et




I.

II.

UNIT 4

HOW TO BE A SUCCESS

OBJECTIVES

A.

To provide students with experiences which will help them realize
what 1is necessary {or a successful life.

B. To direct the student toward a field of work which will be ful~-
filling.
LESSON PLANS

A.

B.

C.

LESSON 1 - Selecting Personal Goals

1.

2.

Personal goals should be determined by what a person wants
from life. Success is the fulfillment of personal goals.

Give the students the first questionnaire (Handout 1). This

questionnaire, wher completed, should give the student an

idea of what he feels is important for his future hsvpiness.

a. The students should answer the questions truthfully.
They should have enough time to chink through their
answers.

LESSON 2 - Evaluating Personal Goals

1.

In the space provided at the right of each category in the
Gguestionnaire, instruct the students to make a statement
and/or statements about the category. Example: if student
checks the self-employed block in Category 2 his statement
should be as follows: I want an occupation ir which I will
be self-employed.

Instruct students to complete the tables.

Discuss the questionnaire from category 1 - 14.

a. Read the categery and ask selected students to read their
statements.

b. Discuss the statements, allowing the students to alter
their statements only if they feel they have made a mis-
take.

c. Complete the questionnaires and instruct students to
keep them.

LESSON 3 -~ The Direction to Success

1.

Student should now have some ideas about what he or she needs
in life to consider himself successful. The statements made
in previous lesson should be reviewed. With these goals in
mind, the student must find an occupation which will fulfill
t =n.
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2. Give the students the second questionnaire (Handout 2). This
questimmnaire is very basic and will only give the students a
general direction of cravel,

3. Each Groupl of the questionnaire represents an interest area.

Group A -- Would indicate you have an interest in mechanical

things.

Group B -- Might indicate an interest in numerical work or
figures.

Group C -- Usually reflects interest in work of a scientific

or engineering nature.
Group D -~ Shows a preference for working with people, the
selling or promotional occupations.

Group E ~- Indicates an interest in office work and business
procedures,
Group F -- Indicates artistic interests - Dramatic and liter-

ary jobs could also be listed in this group.

4. By a show of hands ask the students to indicate if their first
preference fell in Group A. Discuss several occupations in
this area.

5. Ask students to indicate if their preference fell in Group B.
Continue this process through Group F.

6. Answer any questions at end of period.
D. LESSON 4 - Success and Personality
1. Make available the Fact Sheets (Handout 3).
2. Read or briefly discuss at the beginning of class.

3. Give the following list to the class:
a. Steps to help you achieve success

(1) Determine the type of personality you wish to pos-
sess and decide to develup within yourself those
habits, attitudes, and traits that will best express
that personality.

(2) Keep constantly before you the image of the kind of
person you wish to become.

(3) Analyze yourself, Discover and acknowledge your
weaknesses. Face these facts squarely and decide
to remove the objectionable factors. Replace them
with new strengths which will help you reach your
goal.

(4) Exercise the traits of personality you wish to pos~

1
Public Relations Staf{. Can I Get The Job? (Detroit: General
Motors, 1972).

. a6
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sess. Only with constant practice will you develop
these traits.

4, Discuss each step with the class.

5. Instruct the students to make a list of personality traits
they feel are important to success,

6. Assign the class an overnight project to make a list of per-
sonality traits of famous men and women in history.
a. Assign or allow each student to pick a famous person.
b. Two or three may have the same person.

E. LESSON 5 - Success and Personality
1. Discuss the lists in class.

2, Allow the students to revise their personal list of perscnal-
ity traits.

F. LESSON 6 - Important Success Factors
1. This survey was made in New Orleans to determine success
factors. One-hundred and sixty-one local business leaders
were asked the question '"To What Do You Attribute Your Success?"
The following is the answers that were given. The number
indicates how many out of 161 gave that answer. |

2. Give the following table to the class.

TO WHAT DO YOU TTRIBUTE SUCCESS?2 i

Energy 103 Desire to be helpful i1
Perseverance 100 Possessed traits needed 335
Health 91 Sense of humor 33
Self-confidence 86 Impartial mind 29
Endurance 86 Visual results 2¢
Knowledge of business 73 Had money 23
Understanding of men 66 Able assistance 2C
Intelligent and under- Family connections 22

standing wife 51 Physical strength 1
Good memory 45 Fluent speaker 3
Judgment 44  Luck 1

-~
cn

3. Note the answers which received the top ratings. Discuss
these answers. Ask selected students to give their opini
why these are important.

2 . , . . .
Allien R. Russon. Business Behavior. (Cincinnati: Southwesterm

Publishing Company, 1964), p. 9.
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student's outline on Personality Traits (Lesson 4).
cuestionnaire on setting personal goals (Lesson 1).

sters to help you achieve success (Lesson 4).

Iive important personality traits which are needed for

rinion, what are the three most important personal

mean by success?

is per cent personality.

the numdber one choice to the question: '"To What Do You

ntt

REFERENCES

. Yourself On: Goal Planning For Success. New

Press, IﬁET, 1970.

(zn I Get The Job? Detroit: General Motors,

ss Behavicy. Third Edition. Cincinnati: South-

g {ompany, 1964,
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HANDOUT 1

QUESTIONNAIRES

Check One Answer Or Fill

CATEGORY In Appropriate Blank WHY?
1. Minimum Not Important
Annual
Salary Specific
Sum
2. Type of Not Important
Employment .
Self-employed
Work For Others
3. Size Of Not Important
Firm

Small
Medium

Large

4, Geographic

Not Important

Area
Location
5. Type of Not Important
Work

Managerial
Technical
Industrial

Agricultural

3Robert E. Linneman. Turn Yourself On: Goal Planning For Success.
(New York: Richards Rosen Press, 1970), pp. 52-56.

o3
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CATEGORY

Check One Answer Or Fill
In Appropriate Blank

WHY?

6.

Job Security

Not Importa..
Very Stable

Moderately
Stable

7.

Travel

—___ Not Important
____ Home Every Night
____ Away Up to 3 Days
____Away Up to 6 Days

Away Up to 12 Days

8.

Speeches

____ Not Important
None
—__Very Few
Some

Frequent

Job

Not Important
Fixed Schedule

Moderately
Flexible

Very Flexible

10.

Home

Not Important

Specific Market Value
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Check One Answer Or Fill
CATEGORY In Appropriate Blank WHY?

11. List things such
as autus, boats, Item
airplanes, etc.,
wvhich you feel
you must have! Value

Item

Value

Item

Value

12. Vocations Not Important

Days per Year

13. Time With Not Important
Hobbies

Hobby

Time Per Week

14, Social Life Not Important
Specify:
Example:
i Country Club
] Social
Orgarizations




HANDOUT 2

QUESTIONNAIREX

Select one or more of the following jobs. Check as many as you find of
interest to you. Number them in order of preference: 1, 2, 3, 4.

GROUP_A GROUP B GROUP C

Auto Mechanic Bookkeeper Laboratory

Technician
Handyman in a Bank Teller Analytical
Fix-it Shop Chemistry

Shop Apprentice Timekeeper Draftsman

——n

GROUP D GROUP E GROUP F

Automobile Stenographer Musician
Salesman .
Sales Clerk File Clerk Commercial Artist

Household Comptometer Clay or Vood
Appliance Operator Molder
Demonstrator

4Publtc Relations Staff. Can I Get The Job. (Detroit: General
Mctors, 1972).
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HANDOUT 3
FACT SHEET
1. Everyone wants to be a success.
2. Success is ninety per cent personality.
3. Success is based on your attitude toward your work.

4. Success is based on your knowledge, skill and also how you look,
talk, and act.

5. In order to improve your personality you must believe you can
improve.

6. Every student has doubts about the future.
7. Energy is a most important factor in success.

8. Your mental attitude is of greater value than your mental capacity,




Deverorive Goob




UNIT 5

DEVELOPING GOOD HEALTH HABITS

I. OBJECTIVES

A.

B.

C.

To provide the students wi.h an understanding that different jobs
have different health requirements.

To help the students understand the need for good health habits.

To help students appraise their own physical condition and to
instill the desire to correct any bad habits.

II. LESSON PLANS

A.

LESSON 1 - General Health

1, Introduce the unit by discussing the meaning of good health
and why it is important in securing a job.

2. Discuss the differences in health requirements for different
jobs.

3. Discuss how physical health affects personality.
4. Make a list of good health habits.
LESSON 2 - Food Habits

1. Have each student list all the foods, including snacks that
he has eaten the previous day.

2, Use Teen Guide to Homemaking. Read Chapter 4, "Selecting
Your Food."

3. Discuss the reading assignment.

4. Have each student suggest good points in his diet and changes
that he should make in his eating habits.

5. Facts to stress:

a. Life is composed of and requires combinations of elements
known as nutrients.

b. Food is the usual source of nutrients.

c. The knowledge of the nutrients needed by the body and
their sources in available foods is basic to the evalua-
tion of eating habits.

d. Health, vitality, and appearance are affected by the
foods eaten.

" A
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LESSON 3 - Speaker on Exercise

1.

2.

Arrangze for a physical education teacher to speak to the
2lass on the value of proper exercise.

Ask him to show some exercises in the room.

LESSON 4 - Good Grooming

1.

4,

Prepare a bulletin board by draping a piece of chain across
it. From the chain hang grooming aids such as a bar of soap,
a tooth brush, an emery board, a nail file, dental floss, a
compact, etc.

Use Teen Guide to Homemaking. Read Chapter 3, "Your Health
and Grooming."

Discuss the reading assignment stressing the different aspects
of being well groomed.

Lead the students to see why an employer expects each point
of good grooming from his employee.

LESSON 5 - Mental Health

1.

2.

3.

Use Basic Life Science. Read Chapter 18, "Mental Health and
Mental Illness."

List the personality traits most helpful in getting along
with members of your family, with friends, with teachers and
adults.

Discuss the lists, deciding which traits are essential for
getting along in the working world.

LESSON 6 - Mental Health (continued)

1.

2.

Recall characters in literature who seemed to be troubled by
mental abnormalities.

Write about an incident concerning someone you know which
indicates emotional immaturity. Do not use names.

Let each student read his incident and the class discuss
ne:ded changes in behavior.

Present short skits in which the mental attitudes would have
helped or hindered a worker.

Facts to present:
a. Mental health is a state of mind in which a person is
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free to make use of his natural capacities in an effective
and satisfying manner.

b. Learning to discriminate is a sign of mental growth.

c. Self-confidence is gained by solving problems successfully.

d. Mental illness varies in degree.

e. The National Association for Mental Health estimates that at
least 50% of the patients who seek medical treatment suffer
from mental illness or physical illness associated with mental
illness.

LESSON 7 - Tobacco and Alcohol

1. Use Modern Life Science. Read the part of Chapter 17 entitled
"Alcohol, Tobacco, and Narcotics."

2. Conduct a panel discussion pro and con on using tobacco and
alcohol.

3. Facts to present:
a. Tobacco contains a poisonous substance called nicotine.
b. Studies show that cigarette smokers are more likely to
develop lung cancer than pipe or cigar smokers because

of inhaling.

c¢. Drinking alcohol slows reaction time and may bring about
recklessness.

d. At least 50% of the highway deaths in the United States
are caused by the use of alcohol.

LESSON 8 -~ Speaker on Drugs
1. Arrange for a qualified speaker on drug abu .
a. the school nurse
b. someone from the police narcotics division
c. a teacher who has had special training in the subject
2. Encourage students to ask questions.
LESSON 9 - Drugs (continued)

1. Show the film "Narcotics: The Decision."

2. Discuss the film, stressing the ways drugs, tobacco, and
alcohol influence one's relation to his work.

LESSON 10 - Physical and Mental Health in Securing and Keeping
a Job

1. Make a list of physical and mental characteristics that an
employer would consider necessary for an employee.
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2. Eave each student evaluate himself according to the list.

3. Discuss differences in basic health requirements for differ-
ent jobs.

4. Discuss the value of periodic health examinations in relation
to keeping a job.

5. Facts to present

a. Practically all jobs make some physical demands upon the
worker.

b. A healthy person can perforr his duties more effectively.

c. A person who misses work frequently is considered a poor
job risk.

d. Most companies require job candidates to pass physical
examinations before employing them.

IITI. EVALUATION - Test (Handout 1)

REFERENCES

Arkansas Guidebook for Vocational Orientation. State Department of Edu-

cation and Thiversity of Arkansas Department of Education, Little
Rock and Fayetteville, 1971.

Ayars, Albert L. and Gail Gleason Milgram. The Teenager and Alcohol.
New York: Richards Rosen Press, Inc., 1970.

Barclay, Marion S. and Frances Champion. Teen Guide to Homemaking.
Second Edition. St. Louis: McGraw-Hill BPook Company, Webster
Division, 1967.

Blakesiee, Alton. ''What You Can Do About Dangerous Drugs," The Asso-
ciated Press, 1971.

Deschin, Celia S. The Teenager and a Drugged Society. New York: Richerds
Rosen Press, Inc., 1972.

Fitzpatrick, Fredrick L. and John W. Bole. Modern Life Science. New
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HANDOUT 1
TEST
A. Match

1.  Food a. state of mind

2. Mental Health b. poisonous substance in tobacce
3. Nicotine ¢. drug derived from hemp

4,  Marijuana d. energy-giving

5. Heroin e. abnormal fear

€. Calorie f. source of nutrients

7. Phobia g. unit to measure food energy values
8. Carbohydrates h. drug derived from opium

9. __ Exercise i. hearing non-existent voices
10, Hallucinations j. specific movements to develop a

part of the body

. ¥rite a paragraph discussing each of the following statements:

1. Pocr health costs workere and employers money.

2. Good rental health is necessary for securing a job.

(V5]

. An erployer has an irnterest in his employee's smoking and
¢rinking habits.




-

ELF-Jiscovery




UNIT 6

SELF-DISCOVERY

vt

I insiill Ir each student a strong positive self-concept.

7 Tr tez:in stulents that each of them as an individual is the most
wrprriart fzcter in the world of work.

N T: tevelry within each student concrete knowledge of his abilities
s Tespect for himself as an individual.

T Tr oraly ezt srtudent create within himself the desire to use and
1LE RDoVL

-
¢ige of how he can use his strengths to become the
: res to be.

¢ and construction paper for students to make
selves, Let them use a full-length mirror to
travals of themselves.

§I-rc the impertance of understanding and knowing oneself,

tuients place the reasons for understanding them-
iz their nctebooks,

[

(¥2]

rest center cr bulletin board with the owl
e You'" as the center attrcction.

1
1

“alividual copies of conmstruction paper for the
ior or decorate as covers for their notebooks.

it trer to make a list of nouns and adjectives. Have
rem Iomriite 2 noun and an adjective and place the list on
: szrl, (uide the students into pr-itive concepts.

-, fTeve the stulents make a list of these for their notebooks.

to choose a caption and place his noun

t
:axrle: (quiet boy) (noisy girl)

s rieces of poster board upon which to display
tives." Have them draw a picture (smiley type)

ERIC

i H
Full Toxt Provided by ERIC D
M X
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on the back depicting the descriptive words. Have them keep
this for '"roll call" the next day.

C. LESSON 3

1. Begin the day's lesson with "roll call" when each student
answers using the phrase or caption he had chosen the previous
day. As each student responds, let him show his "smile;"
picture he made the day before and place it on the board.

2. Have a round table discussion concerning the reasons that
students should try to develop the characteristics they have
been talking about. Bring out some of the qualities the
students have omitted.

3. Cfuggest the following game which is similar to Bingo to en-
courage the students to think positively about themselves.

a. Have the student place a list of 15 suggested adjectives
on the board pertaining to self. These adjectives could
be: quiet, noisy, content, boisterous, happy, shy, under-
standing, kind, loveable, nice, considerate, honest,
gracious, pretty, polite.

b. Give each student a "Who Am I 0?" s“zet (Handout 1) and
have him place these adjectives in t.e squares in any
order he wants to.

c. Have one of the students be the caller using Handout 1 as
a Call Sheet filling in 15 adjectives in any order he
would like, He then calls the space such as Who 1 follow~-
ed by the adjective he has placed in that space which
could be pretty. Example: Caller says, "Who 1 is pretty."
The Caller calls off each one from his Call Sheet in any
order he wants to but does not repeat any square.

d. The first student to get a complete line up and down
finished says "Who Am I O" and is the winner. Let them
play the game with the winner each time getting to be
the "Caller."

e. After they have played the game a few times let them re-
arrange the words on both the Caller's sheet and their
individual sheets and start over again.

D. LESSON 4

1. Have the class compose a poem using the name of the unit as
a title.

2. Fave the students write it on the board; then as a class set
it to music. Use it for a page in their notebooks. Have
them sing it over until they get the "feel'" of it.

3. Let a volunteer group reproduce i. in song form on poster
paper.

ERIC e
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F. LESSON 5
1. Invite a guest speaker from a community business to talk to
the group concerning the personal qualities he will be look-
ing for when he interviews a potential employee.

2. Provide for a question and answer period.

3. Assign each student to a committee to prepare a resume of the
speaker's ideas.

F. TESSON 6

1. Bave each panel group present the ideas they corpiled fror
the guest speaker's presentation.

r3

Have the students make a room chart listing the qualities in
descending order of what they consider most important in
value.

3. Use the rest of the period in class discussion of ways an
individual could make improvement in these areas. Let volun-
teer students role play the parts of a prospective employer
and employee.

4. Stress the fact that each person is an individual and ask them
to bring baby pictures of themselves to class the next day.

G. LESSON 7

1. Utilize the pictures the stude.ts tave brought by turning
them face down and letting each student select one and place
it on the bulletin board.

2. Discuss the facial expression on each. Let the students dis-
cuss what type of person the baby will likely become. Draw a
space for a quote before each face and let the students com-~
pose a phrase concerning what each one might say. Example:
"Me, A Cop, No Siree -- A Crop Duster I Shall Be!"

3. Introduce the term self-concept. Be certain that each stu-
dent understands that self-concept is the image eact student
has of himself.

H. LESSON 8

1. Give a short fun quiz:
a.___ My concept of myself is a:
(1) combination of 72) and (3)
(2) mental picture 1 Lave of mvself
(3) the picture I have acquired as I learned what
others thought of me
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b. The picture I have acquired as I learned what others
thought of me is:
(1) very important
(2) fairly important
(3) not reaily significant
C. The characteristics I have developed up to now in life:
(1) are too developed to be changed
(2) can be changed if I work at changing them
(3) will grow with time

Fave the students check their quiz p.pers stressing the cor-
rect answers. Spend the rest of the period bringing out the
thoughts that:

a. Each person is an unique individual.

b. Fach person is an important part of the enviromment.

c. Fach person should desire to become the most useful per-
son he is capable of becoming.

d. Our self-esteem has been developed from other people's
opinions and our own self-understanding.

e. Individuals and their characteristics are constantly
changing and can be changed when the person makes a real-
istic evaluation and takes definite steps to change cer-
tain tehaviors.

Have the students make a personal list of the things they
want to change about themselves. Remind them to use the
thinking:

"I need to work hard to change the things I can change--
Accept those things which I cannot change--
And evaluate my skills and potentials closely enough

to know which ones I can change."

Place some of these things on the board and let the students
discuss them and their importance.

Urge them to put this list in the fiont of their notebooks
and rake a check for each day after those characteristics

they feel they have improved. Example is shown below.

EXAMPLE CHART

MIT[WIT|F| [MIT|WITIF| [MIT|W(T{F] [M|T{WI(T|F

Cheerfulness
Friendliness
Politeness

Neatness
Loyalness

Thoroughness

Tactfulness




LESSON 6

1. Pave each student list ten good or strorg qualities needed to
develop a good self-concept.

Prcvide a way for the students to realize that these are the
qualities needed for a perscn to become a successful indivi-
dual.

3. Make "smiley' faces and place these characteristice on them.
Make a motile of them as a semi-cencrete media.

LESSON 10
Hand cut the diagram of self (Fandout 2)

Discuss the areas with the students as a grcup and let ther
divide into buzz groups tc develop mcre understandings of how
their own egos are formed by the environment and how they must
be able to adjust to it.

Bring out the fact that the student learns to adjust his be-
havior to the demands of his environment.

Let each group role play the impcrtant person's part in his
area -- family, school or commurity.

Present the word interdependerce stressing that each person
must do his share; yet each one is part cof a teap. Make
certain that they realize that a team does not have an "I"
.n it,

LESSON 11

1. Introduce the idea of "pecsitive thinking" using ideas from
Yorman Vincent Peale's books in this area.

tave studeits mention people who are successful ir their field.
Pescribe these successful people ir the terms this urnit has
used,

Have the students make a list of positive and negative ttoughts.
Place these or the board and have the stucents plece ther in
their nctebooks.

Let a group of volunteers make a wall displav of the pocitive
methods to improve oneself. Ignore the negative in an effort
to extinguish negative attitudes.

LESSON 12

1. Place the followvi.g poem on the board.

ERI
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=

1.

"If you think you are beaten you are.
If you think you dare not, you don't.
If you want to win but think you can't
It's almost a cinch you won't.

If you think you'll lose, you're lost,
For out in the world we find

Success begins with & fellow's will;
It's all in the state of mind

Life's battles don't always go

To the stronger or faster man,

But sooner or later the man who wins
Is the man who thinks Le can!'

Read it to the students.
Eave them read it back as a group.
Let a "volunteer" read it alouvd again.

Ask them to each chcose the phrases they think they could use
as slogans to hang from the ceiling as single mobiles.

Let each student make and decorate a slogan. Limit them to
one or two lirnes.

Hang the mobiles and spend the rest of the period enjoying
them -- re-reading or talking about them.

LESSON 13

Have the following letters placed on the bulletin board in a
vertical line. ENTHUSIASM

hand out the following endings to the class m=2mbers. There
will be no ending for the A so include one blank piece of
paper. Endings are nd; egative; hinking; ere; se;
uper-thinking; n; uperior,; (for A); ethodical, and
purposeful manner.

Let each student place his ending where it should be on the
bulletin board. HKave the students finish it for their note-
book.

Discuss the idea that onthusiasm can mean the difference be-
tween success and failure. Fave the students name people who
are happy and successful and think about the part enthusiasm
has or can play in any success story.

1Norman Vincent Peale. Stay Alive All Your Life. (Greenwich:
Prentice-Hall Inc., 1957), p. 25.

Cemo- g
$
19 g
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5. Develop through class discussion the thought that enthusiasm
may be the secret spark that kindles real success stories.

6. Let them make an ARC page for their notebook.

ALVAYS
BUILDS
CONFIDENCE
| _nthusiasm
I1I. EVALUATION .

A. Give the students back their pictures and the statement "I am

glad that I am I."

B. Let them write down as many reasons as they can telling why they
are glad that they are who they are.

C. Have small surprize gifts in 'grab bags.'" Let each student reach

intc a box and choose one. Allow time for them to open and share
their prizes.

REFERENCES

Arkansas Guidebook for Vocational Orientation. State Departrent of Edu-

cation and University cf Arkansas Department of Fducaticn, Little
Rock and Fayetteville, 1971.
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Bell, Mary L. and Ray Abram. BRusiness Behavicr. Cincinnati: Scuth-
western Publishing Company.
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organized School District #7.

Coleman, James C. Personality Dynamics and Effective Relavior. Glenview,
Il1linois: Scott Foresman and Company.

Froehlich and Hoyt. Guidance Testing. ‘hicago: Science Research Assn-
ciates, Inc., 1959.

Hill, Napoleon and V. Clement Stone. Success Through A Fositive Mertal
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HANDOUT 1

"WHO AM I O 7"

The words on each student's sheet should be in different arrangements.

When student has completed a line of worde up and down he should say
"Who Am I 07"




What Makes You

o
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UNIT 7

TFE STUDENT 'S SELF ATTIalial

I. OBJECTIVES

A. To help the studert understand th iz otE fem
assemble concerning himself the m RS D
can become.

1. To introduce the self-apprai 27 Terartil,omt sl
aptitude, achievement, and I
2. To provide concrete experiences oo $7.2:2773 17 1IlolTs Tille

istic information about themselves,

3. To lead students to Vicuali’e the 33 27 TrhaEss 4Ty lElizss: ozt
insights into their skills and ab:l:izies 21 -zlc 2-am naes

their vocational choice.

4. To encourage students to remem-e
and weaknesses learned threough trofs scozw, fiTass

n

that thev may encounter a need 107 213 LrisTraliic wtET 1t
begin to make job applications.

5. To create opportuniti : Ttend oz
different kinds of abi s oeltizors
jobs. Bring out well R s

|
|
is well done. |
|

B. To investigate, evaluate and maike ters#z=zl z27lisziic~: "1 275 L--
formation concerning themselves.

1. To use the academic progr g i
encouragement and to study aTers o7 aziscEsss: DT ISt lliti:

2. To identifyv social craracterzszzzs 3
cess and to instill withizs en.~ 37_0¢3
social IQ merits considevratics 17 gnrsl_3ii:-

3. To help the students tc relates c-2iz Tovasi~i, -0 =~ <7,
qualities to their evervday werTl

C. To help the student understand t=z: sElIl-zTTIo i L LE o IT LT
portant tool to use in ma&lrg l:fe' R

1

1. To instill in each student 3o “rmISTST37_.L7f 77 “L$ v_ L TiEF4E

and emphasize -trongly that = a I3 -z -t
WHEN THE INDIVIDUAL VIEZWS THT (ZTaaNTrs of @ -av ™7 0.7

2. To make students aware o7 tHe DisT T°i7 toriT FilieivNcL il s
prove that ALL people ™ave ssli-werti-

ERIC o
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2. To help the student to evaluate his capabilities as a key to
the door of his owvn success story. Stress the fact that he
rust use the abilities to become a svccess.

«. Tc create within each student inspiration and assurance that
he can tecome a success.

2. To relate certain ctaracteristics to certain jcbs and job
farmilies,

12, LESSQON FLAMS
A. LESSOY 1
1. Show film "Development of Individual Differences."

2. Discuss the film and have the students write down one multiple
ctoice, one ratching, and one true-false question for which he
could finc ancwers,

3. Ccrpile ther intc a test for use the next day.

4. Hand the studerts the vocabulary. Ask them to use this for
the first sheet of their rotebooks. Inform them that their
evaluation will depend upon ALL of their notebook materials
ever though personal areas will not become part of class
discuscion,

~

to
vey
rn
174}

ex
i. Vard cut the test the students rmade the previous day and see
tow many can be answered tefore the unit begins. Vave the
stucents place the test in theii notebook to finish answering
as the uvnit study continues.

tuderts the hardout ''Take A Good Look At Yourself."
N

gn ther tte tasl of making a '"Table of Contents" for their
bocvs as raterials are covered.

3
0w
tm
Mm 1+

C LITEE0Y 2
I. Tivicle inte groups cof four tec six. Let them have a fifteen
~iruvte burz sessiorn over the '"Teke Stock of Yourself' material.
Trer, as a clars group, cever the work sheet with the students
velurteering answers,

€ll ther to place thre material in their notebooks and give
ne~ tire to enter it in the "Table of Contents."

ERIC o
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2.

1.

2.

1.

2.

1.

1.

ERI
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LESSON 4

LESSON 8

LESSON 9

Talk about habits and ask the students teo naze sore et

[~ RPN
and tell what effect they have on the persen whe ras ===
habit and others about him,

t

Show fifty minutes of the filr 'Habit Patterrs.”

E. LESSON 5

Finish showirg film "Fabit Patterns" ard use t-e reszi-ier
of the period to discuss it.
Have the students write down their reacticn teo tre Silm oang

place it ir their notebcoks.

F. LESSON ¢

Hand out "A Look At Me" (Fandout 2) snd "Stucerts © racn
Record" (Handout 3).

{3
)

fpend the period helping the students f:ill these =v-.

G. LESSON 7

Divide into small groups and let ther buzz for
using the parts of the Perscnal Skeets they waz

Bring the class back into a greup and gc eowver Tr-s osn
voluntee' answers.

Remind them to plc . tuese in their rctebochs
the “Tatle of Contents."

(83

Divide the class into two groups byv sex,

Fand out "Self Improvement Chrart" (Fance.s
"Are You a Dirty Dog?" (Fandout &), Eave s
the chart for their notebocks "My Yo-Ne Sheessz”
found ir. Kandout 6,

(11, i
e ¢4
I
'

fio b ¢ ta
e
18

Give them the rest of the period tc

Have them place the charts ir treir
the "Table of Contents."

Introduce the Perscnal Inventory with txe ¢
For The Best" in the Retter You Series.

Erin

~
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bor

né trer tte sheet "Fow You Can Make A Bad Impression Without
223 Trviag U (handout 7).

the realization that there are many things about
- have really never thought about,

}
"t
s
4
,

rson to come to the class and talk to
he things adults notice in students.

v
.
"
tn
ry g
m
"
7y
£
o]
2]
m
)
(2K}

rel
x
s
v
=
.

s vv asking volunteer students to tell the class
tev like tc do during their leisure time.

the thought that interests can be placed
¢t areas -- Data, People,and Things.

~
-

eets of Interests, Data, People,and Things
tave ther fill in as many as they can. Place
zré and add to them.

e
T

er r.zzée this irn their notebook and add it to the
- > -

m

]
g
m
(2

1

(3]
'
M

cut "Jobs That Involve Vorking With Data,
(¥andout 9).

izzzcnary of Occupational Titles and through class
irr fiz2 znd list at least twenty jobs in each area.

r
ve)
oy
",

i,

.

4
IXIRY

crvev'' (Eardout 10). Have them fill it out and
nctebock. Be sure to add it to the "Table

LTI SO {1

et

LA

m

K
"
-

or tc come in and supply them with the infor-
gest areas.

nsparency and show them the proverbial
hat mest of us are average in most things.

e

-l
5
’y
»
-
"

o

oerv using a transparency, bulletin, or
andcuts 11, 12, and 13).

)
&
I
)
(.21
i
(a4
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"John was a boy in the eighth grade. He had knowledge about
his grades, (place cloud A over the blank cloud) interests,
(place cloud B over the blank B cloud) and test scores (place
cloud C over the blank C cloud). John still was net sure
what he wanted to do. In what other area could he seek in-
formation? The students will probably bring forth the idea
of vocational information that we scanned in lessons 12, 13,
and 14, Place cloud D in the proger place.

2. Tell the students to have their notebooks ready to use as an
evaluation the next day.

III. EVALUATION or LESSON 16

A. Have each student open his notebook and begin discussing each part
of it, Go through each exercise as fast or as slov as needed.
It may be necessary to use two days for this.

B. Ask the students to make a cover page for their notebooks and set
a date for them to be handed in.

C. The teacher can use the objectives to see how well the unit has
been covered.

REFERENCES

Arkansas Guidebook for Voca:ional Orientation. State Department of Fdu-
cation and University of Arkansas Department of Fducation, Little
Rock and Fayetteville, 1971,

Baer and Roeber. Occupational Information. Chicago: Science Research
Associaves, Inc., 1964.

Coleman, James C. Personality Dynamics and Fffective Behavior. Glenview,
I1linois: Scott Foresman and Company.

Development of Individual Differences. Poplar Bluff, Missouri: Three
Rivers Educational Materials Center.

Habit Patterns. Poplar Bluff, Missouri: Three Rivers Ecucational Materials
Center.

Horrocks, John E. The Psychology of Adolescence. Boston: Foughton
Mifflin, Company, 1969

Lee, Jasper §. Micro-fiche Ed. 057235, Jackson: Mississippi State Univer-
sity, 1971.

Lee, Miriam. Jobs in Your Future. New York: Scholastic Pock Service.

United States Department of Labor. Dictionary of Occupational Titles.
Third Edition., T-II., Kansas City: United States Government Printing
Office, 1965.

Yours For the Best. Poplar Bluff, Missouri: Three Rivers Educational
Q Materials Center.
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HANDOUT ]

TAKE A GOOD LOOK AT YOURSY'LF

SPECTAL INTERESTS - What are the special activities which mainly interest
you? (outdoors, people, mechanical, clerical)

SPECIFIC APTITUDES- List any specific abilities of which you are aware.

ACADEMIC EDUCATION- List the subiects in which you seem to find it easy
to make good grades.

List your highest areas of study according to your
counselor and teachers.

POSITIVE AND USE- List your outstanding useful personal traits.
FUL PERSONAL TRAITS
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PHYSICAL HANDICAPS - List any real pbysical limitations you have. (Remem-
ber a handicap is such only when you view it as such.)

AFTER SCHOOL HOBBIES-List any you have now or would like to develcp in the
AND ACTIVITIES future.

VOCATIONAL CHOICES - What kind of job would you like to have years from
now?

List some jobs that could lead to the one you would
like to do for the next thirty or forty vears.
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HANDOUT 2

(>
[ ond
S
~

15

I3

GRADE DATE

1.

10.

11.

12,

13.

14.

15.

I

usually study about hours a day at home and at school.

In study halls T usually

I

(we~k, waste time)

have a quite place to study at home.

(do, do not)

like school.

(usually do, usually do not)

read .
(with good comprehension, with very little understanding)

do my work when I am upset.
(best, poorest)

think I am .
(fairly healthy, not very well)

like to take part in extra-curricular activities.

(do, do not)

be around people who talk a lot.

(like to, do not like to)

make friends .
(easily, with much effort)

feel I need help in developing better attitudes

(do, do not)

toward study.

I

I

I

I

like dogs or cats.

(do, do not)

enjoy active games.

(do, do not)

happy I was born into my particular family.

(am, am not)

have as much spending money as the other boys and girls.

(do, do not)



16.

17.

18.

19.

20.

56

I afraid to be alone in a dark room.
(am, am not)

My friends are usually to me.
(kind, unkind)

I find it to make good grades.
(almost impossible, fairly easy)

I most of my teachers.
(admire, do not admire)

Most adults tIy to listen and understand teenage
(dO, do not)

problems.
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NAME

STUDENT 'S PERSONAL RECORD

GRADE

DATE

Below are 20 incomplete sentences. Read each one
blank by writing the first thing that comes to your mind.

10.

11.

12.

13.

14,

15.

16.

17.

18.

19.

20.

I generally like people who

and fill in the

My favorite hobby is

The characteristic I like most in others is

When I graduate I plan

One of my weaknesses is

My parents don't like for me to

The thing I would like to do in life is

The attitude I like most in a teacher is

1 wish I could

I au truly happy when

A friend in need is a

After school I

People who upset me

The thing I like best about school ig

When I was in the primary grades

My secret desire is

Situations that frighten me

When I am working on a job

I 1like to

The feeling I get when I think about my future

is




HANDOUT 4

SELF-~IMFROVIMENT CPART]
(Use This Chart for the Roys)

CHECK THE ONES YOU CAN SAY "YES" TO:

1.

10.
11.

12.

13,

14.

15.

My hair 1is clean

I keep it

and shining all the tire.
neat and cut regulerly.
I shampoo it at least once a week.
::::I keep my comb arnd brush clean.
My skin is clear ard clean.
I wash my face at least twice z day.
My eyes are clear and bright,.
I get plenty of sleep and fresh aijr.
My teeth are streng and vhite,
I brush them after I eat.
weight is right for me.
I get exercise every day.
I eat a proper diet.
My hands, feet, and nails are clean.
I am always fresh,
I take a bath every day.
____ I shave every day.
__T use a deodorant,
My clothes fit well.
___They are clean, ironed, and rended.
____ My shoes are polished regularly.
My voice is clear.
I can talk to other people.
I can listen, toc.
I have uany interests
I smile a lot to help make evervone happler.
I am cheerful and rave a good sense of rumor.
___ I can laugh at myself and with others.
I have good manners.
I think of other people, not ryself.
L get along with people of all ages.
I act 1ike a gentleman. I like teing chivalrcus!'

My

1 . . . .
Arkansas Guidebock for Yocational Orientaticp. (State Departrent

of Education and University of Arkansas Department of TFducation, Little

Rock and Fayetteville, 1971), p. 49.
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BANDOUT 5

SFLF-TMPROVEMENT CHARTZ
(Use This Chart for the Girls)

CHTCK THF ONES YOU CAN AY "YVES" TO:

1. My hair is clean and shining 211 the time.
I brush it every night.
1 shampoo it at least once a week.
I keep it neat.
2. My skin is clear and clean.
I wash my face at least twice a day.
I choose my make-up carefully.
I use just enough and not too ruch.
My eyes shirne.
1 get plenty of sleep and fresh air.
My teeth are strong and white,
I brush them after I eat.
My weight is right for me.
I get exercise every day.
I eat a proper diet.
My hands, feet, and nails are srooth and clean.
I am always fresh.
I take a bath every day.
I shave my legs and underarms.
I use a decodorart.
G. My clothes fit wvell.
They are clear, ircred, and mended.
10. My voice is clear.
I can talk to cther people.
I can listen, toc.
11. I have many interests.

___12. 1 smile a lot tc help make everyone happier.
13. I ar cheerful and have a gecod sense of humor.
I can laugh at nyself and witl others.
14. 1 have good manners.
T think of other people, not myself.
___15. 1 get along with people of all ages.
16. I act like a lady. I like being a lady!

|

ic te ottractive, sveet and always neat, WORK UNTIL YOU CAN
ANSUEPR "YES"™ TO ALL THESE.

n
“Ibid. p. 50.

) s
Q Pt
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HANDOUT 6

MY "NO-NO" SHEET

Below is a list of persoral characteristics of which students need to
become aware. Use an X to check the ones that might apply to you,

____ Fingernails net cleaned _____ Shoes not polished
—____ Hands not washed . Body odor

____ Teeth unbrushed —_ Shoulders not straight
____ Neck and ears not clean ____ Posture poor

____ Hair not cut ____ Eair unkept

——__ Clothes not washed —_ Uncared for skin

List

There are 12 points possible. Your score .

those that you can change,

List @

cse that you intend to begin changing,




o) [PC)@

Keeps a person
from becoming

adir‘(y dog.




a

“,

ROV QU (AN MARL A BAD INTRISSION

T ITEOUT REALLY TRYINC

Teer =loppy clothes.

Srow lacl of interest.

Tzl atout other pecple.

Uze peor citizenship,

Fail tec Ye on tire.

Fe rucde quite cfter,

Fzil te ‘ave a firm randshake.
Tgrere other people.

Lot a: .7 there is no need to learn new things.

21y Zevd in public.



BANDOUT 8

INTEREESTS
Data People Thirge '

p

P |




HANDOUT ¢

T IXVOLVE VORKING WITE PEOPLE

People

Things
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HANDOUT 10
SURVEY
SOME JOBS 1 MICHT LIKE 10 DO IN THE ARLA OF:

Data \ People L Things T
y ‘r —
| :
|

|
, ,
! |
f l
1
| 1 —— i

MY LIFL STORY




HADOLT 11




FAYDOUT 12
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PARDOUT 13
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i/\i!H/-\T KIND :JF-'

PERSONALITY DO I HAVE

PERSONAL_ITY

B

SeLF—DIRECTION
AND

{¥5ELF—REGULATDN

INoePENDENT Stupy

ARD
5&LF—-E'VAL.UAT’(O&
OeLF — (ConcepT
I
§L HE-RED!TY ENVIRONMENT EXPE’RIENCES
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Aruitoxt provided by Eic:

II.

UNIT 8

WEAT KIND OF PFKSONALITY DG I HAVE

OEJECTIVES

A. Help the student see that individuals work to reet perscrel ard
social needs,

txs

Help the student gee relationchip bhetween personzlity and jeob
opportunity,

C. Give the student opportunity to share attitudes, experiences,
problems, and nlans with others.

D. Aid the student in self-evaluation.
E. Challenge the student to develop his strong qualities,

F. Give the stude... insight into the fact that hereditary and
envirormental relationships deterrine personal characteristice.

LESSON PLANS
A. LESSON 1

1. have old magazires available. Fach student sclects a picture
of a persen and rakes a short presentaticn con the tvre person
the student thinks be right be frorm looking at the picture.

2. PFave student list or blackboard sore rerscnality traits as
the class enurerates scre negative and positive traite that
were brought out in the oral presertaticns.

E. LESSON 2

1 Have the student write a short paragr * abteut self, apprais-
ing both negative and positive cualiti_.s. Discuss vavs of
strengtbening these positive qualities and weakenirg thre
negative ones. Discuss in such a wav studert vill cece relation-
ship between personality traits and job opporturity, Srudents
nay be asked to think about bow they ray rave accuired these
habtits or traits.

C and D. LESSONS 3 and &
1. Assign a report tc tuo velunteers con heredity and enviror-

ment. Ask volurteers to work with teacher or refererces to
use so as not to make reports tco diffjcult,

ro

Assign others to write or give cral talke on "Someone I
Admire.'" Do not identify the perscn but tell what vou adeire
about that person.
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LESSON ©

1. Pcle plaving - Choose two students. Yave them meet and let
student number 1 payv a complirent to student number 2. Discuss
these presentaticns.

2. Pole playing - Act out situaticns where class (hinks the
participarts will “eel comfortable and acceptea. (Let parti-
cipants checose and rlar situation). Example: "Fow To Lose A
Friencd" or "How To Gain A Friend."

1. Tiscuss the word persorality - decide on an accepted defini-
tion as giver by the class.

¢. Discues how personality is formed. UVFow is it changed?
a. hireditary influences
(1) "gifts come in cells'
(2) family background
b. envirorrental influences
(1) vhere you live
{?) tte society the class lives in
(ZY 1ores
(47 wvalues or attitudes
2, need
¢+ experiences and their influerces
(1) fears
(2) successes

.+ D7 .cuss the often heard savirg, "Che has personaiity.'
fvaluate this staterert,

-. Tiscuse the ofter heard question "Vty did 7 do that?"
. ercticrns

a
L. tensicrs

LISSON T - fvandcut 1)

1. leke per-cnality check
as &L, - help student tc recogrize traits that show student's
degree of adjusting te scciety.
b. telr studert realize he rust like self if others are to
like Tir.
c. Fvaluvate perscrality change rhus causirg changes in goals,
aspirations, and plans.
f1) “Mery writers think ttere is a positive relationship
existing het cen self-zrtitudes ard realisr of woca-
tHonal ctelices. Stow bow this is or is rot true,
Consider + - dehate teopic.




H. LESSON 8
1. Shew film: “You and Your Personality." Discuss.
2. Show film: "Think of Others First." Discuss the relation-

ship of good manners and the golden rule.

I. LESSON 9

1. List ways that gcod characteristics of personality can help
in securing jobs.

2. List ways positive characteristics of personality can help
one to keep and advance in a jot.

J. LESSON 10

1. Have students write a paragrapt on "The Need For Change in My
Tersonality."”

III. EVALUATION - Test (Fandout 2)

REFERENCES

A Handbook for Broadening Flementary Vocaticnal Cencepts. lLee's Sumrit,
Missouri: Reorganized Scheel District #7.

A Resource Guide For Career Dropcut In Junior Figh fchoal. “rnescta

Departrent of Educatlon, Pupils Personnel Secvice -ection.

Are You An Interesting Ferson. Popular Science Mudio-Vicuals, 1957,

Henry, VWilliam E. Explairing Your Perscnality. Chicage: Science Fesearch
Associates, Inc.

Menninger, William C. All About You. SRA Guidance Series. C(licage:
Science Research Associates, Inc.

Peterson, Fleanor M. Successful Livirg. Rockleigh, Yew Jersey: .Allvr
and Bacon, Inc., 1959,

Your Personality, The You Others Know. Pleasartville:s C(uidarce Acsec-
ciates, 1969.

Your Search For felf. Popular Science Audio-Visuals, 1961,




HANDOUT 1
PERSONALITY CHECKLIST

I AM: USUALLY SOMETIMES SELDOM

Friendly

Cheerful

Pleasant

Re..iable

Therough

Neat

Ap .ropriately dressed
Confident

Helpful

Sympathetic

Ambitious

12, Self-reliant
13, Trustworthy
14. Honest
i 15. Courteous
‘ 16. Loyal
17. Cooperative
18. Self-controlled

19. Punctual

20, Tactful
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I. Write T before statements that are true: F before those thkat are false.

PRE-POST TFST "VHAT KIND OF PFRSOKALITY DO I RAVF"

HANDOUT 2

Personality facters have much to do with job dismissals.
Self-esteer is the respect one has for hirself.

The necessities cf life include food, shelter and clothing only.
Griping is a harmless way of getting rid of unhealthy emotions.
Regardless of tow a promotion in & job is received in employment,
emplovers usually cerefully evaluate the person before promotions
are made.

Personality can be improved: trerefore, one should find a jeb
that fits his personality,

Character is part of personality.

We can rely upcn our perscral experiences for our knowledge or
Fow to cope with our problems.

A student must recogrize hic own feelings and motives feor what
thev are, even if he is a little asharmed of ther at tires.
Regardless of bis perscnality, if jobs are chosen to fit a
perscen's interests and abiligies, he will get abead ir the
world of work.

Personality is fived; therefere, an irdividual carn do little

te improve his persoralitv,

In selecting clothes, sirplicity is swmarc for all occasions.
When vou are a dinrer guest, start to eat the pirtte vou are
served,

Wren you lock and feel ycur test, vou are rore poised and
confident.

Initiative, tact, and reliability are kevs tc a successful
career,

I11 ranners, untidiress, selfishress, and indifference will
affect your ability to secure a job.

Procrastination is gettirg the jcb dore irmediately.

Your values are those thirgs thar are impertant tc vou.

A goal 1s vour purrese or air.,

A careinlly selected vardreobe will Fave little effect cn veur
personal develcprent.

To have frierds, vou rust first te a friend.

Once you becorme frierdly, vou will alwavs have frieincs.
Everyone has a perscnality.

A clean, neat appearance vill help vcu cvercore veur shere-
comings,

Community custcers, cccasioen, and the arount ot roney vov teve
are facters to consicer ir selectirp clothes.

Antiperspirants lessen the flcw of perspiraticn ard sheuld ret
be used by young ladies,

Shyness is not a hondicap in securing and Leeping 2 f{otb,

Values are vonr purposes or airs in life.

Personality is a total of all cuzlities, traits, «nd
characteristics of an individual,

Physical well-being tas little effect ar vour cheice of carcer.

N




31. Cosmetics are ne
32. Posture can ref

33. Your .rotioral TIOTE osiItiltlos
34, Your values and v TitooulT
__35. C(arelessress is a Tabiz.
36. A person whe is approcriazels fvesssr tioalsrozziTiotoodl
dressed.
37. Responsibility i=velv D2l owlTTILT SiltgoTols |
38, Involvement wnsuallv TEliTiICETLT wlTY ficiis
39. Appropriate dress or IToTEIsTE fmIlIorvaLLe
40, The three activ:ities TIoTe silio,. Tiiliitiis, i
psvchological.
II. Choose the best answer xr T-e Z:llcvi-:
|
1. To worx effectivelwv ir 2 gvo.z Tms T-i=g 3w TLIT S T2 itamid
are (is):
i
a. our hebbiles S SaT Tt
t. some of cur xdeas IooowtETE o Doox
2. |
|
|
|
3 LT 2 TTT -3 :
- S I~ D 1

L, 211 adolescenns Tinmz Yot oRnotETorToLLiSToTCIuoLtoLs .t i
get aleng wizr 3 wils “itizi. ¢ MR AR IR S
cf rthelr abheloss o2 z72 Wl Tezse st itirus
a. : e Trglm Tromelit o Ieirviaoias
kb PURTOIE S
z PR 2 iLST L i VITI T
3. If weou are ¢ te Livse oo oriciTs S

b, take zaivantizd ;T T2t oo I N O R N

Aruitoxt provided by Eic:
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7€
t. All the thires that have happened to you since you were bern:
2. are vour ¢xperiences
Y. have formed the perrarent person you vill te

¢. have little to do with vour attitudes and abilities

reide the first tinv jellv-like substance called 3ou is:

w

- contaired the geres that carry all tte phvsical

characteristics cf vou
t. cortained the destiry cf vour persenslity
¢. contaired your tendenices tovard the interests you will
later have
$. Relaticnships car be inmproved if:
<. ve let people kreow btew ve feel ir 211 situatiops
o. we show others our ¢cceptance ard apprecistion of then

ever Jf we Jen't see the sare va: trev de
3 iJ ther after a cenflict ir which ve were pot ir

vy
.
-
7
m,

Y. Imvirenrert has provernst
v o te & strorg feorce ir deterririrg the hird ¢f persor
cre vill hecore gs ar adult
T.o &overy srgll deterrinirg force in tle Fird of rersop
cve will btecere 38 an adult
N 2 rediccie iriluercing force ir deterrinirg the Lird
cl perser ore v1ll tecore as ar adult
11, Tre ore folleovirg quality that vill telp a rerser in the
vorid 0D ovor¥ the rest o isy
G. TEerserverarac
T, ocorceis
N Tossiness
Yitehothe weord witr s meening:
Ie Ceorferwr () includes evervthing about us, total perscen
I, self-esteer . N sr eager and ter slightly werried deeire
K Tersoraliny ¢ the frecirg ¢f fears Py brinrive them tc
Sorsficusress
- EWETEnESS ¢ Y tre state of teirg trncwlesceable abtons sometiring
: NES A © ) tc he In &2COrC Or agreere.t i
- lSZErtance T the mental acrivity trat e nct alouy Y ¢ wr
B sfapzatility () tie craracteristic of chance roorder e Tyt .
Tev glituaticn
Y. gTotiors £ the action of receivire 1155 caraers an crerondl
S, Irteractier () resrect che mas of timegl”
N ar» < f tle process ¢f ‘rterreratcs
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TEST KFY

True -~ False

1.T 2.T 3. F 4. F > I 6, 7.1 S.F $,7 1I.°%

11.
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1
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I
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31.
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Best Answer

l.a 2.
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=
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Yoy
O
1
04

10

Matching

1.3 2.1C 3.
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~
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)
)
3
4
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I.

II.

UNIT 9

VHAT ARE MY GREATEST INTERESTS

OB.JECTIVES

A,

Interest student in exploring world of work and bis own possi-
bilities in it,

B. Help student gain insight into self which is essential in mahing
vocatienal decisions,

C. Create a need for awareress to explore occupations ttat fit bis
interest in order to plan for future career that is satisfying;
a career in whbich he can do well,

D. Realize ability and interest should be influencing factors in
curriculum planning.

E. Help student to see that all jobs have dignity in that they all
coatribute to society.

I'. Motivate student through his own perceptions and understandings
about himself and his world.

G. Help student see relationship of hobbies and use of leisure tire
in career decisions.

LESSON PLANS

y
A. LESSON 1

1, Discuss hobbies and use of leisure time and have students

write a paragraph on "What I Would Do Today If T Were Free
To Do As I Choose."

2. Have students list some occupations that might be related to
activity in the above paragreph.

3. Ask for a volunteer student to go to the board and list a
chore or job which he has done and enjoyed. Fave class name
careers this person might explore for future werk. This
student might then check the ones that appeal to hir.

4, Inform t!gvclass that there are evaluative surveys that help
to bring out interest areas whic some people are ncot aware
that they have. Explain that a survey of this nature is
available to them. Tell class something about the Fuder In-
terest Survey and ask for 2z class vete as to whetter rhey
would like to explore theiv interests by taking the survev.

5. Do Handout 1.
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LESSON 2

1.

1.

)

LE

—

ro

LESSON 3

SSON &

The Kuder F General Interest Survev is handed out and the
nine areas of interest are discussed. These are found on the
back page of the test. Students are asked tco close the book
and mentally review the nine areas again. Teachers may then
ask one student to name an area and the class respond with
some cccupations within the area.

Fstimated Profile (Fandout ) - this estimated profile will
give the student a chance to plot 2 of the areas in which he
thinks Fe will go low and 2 in which he thinks he will go

Figh. (Percentiles will need to bt discussed so student will
ur.derstard the rearing of the word.)

Mirections for taking the test are explained.

Irstruments for marking are hLanded out and test adrinistration
will tate two class periods.

Tests rav be scored by students since class can be tcld that
each cne's ansvers are just part of his interest pattern and
would be of nc value to anyone else.

Students rav "spot chech" eacl other with a 'pal” for errors.

Instructions for rakirg the individual profile are explained
using individual scores. The profile graph is found in the
tack of the test tooklet. (Separate profile for boys and girls.)

Students car rcw corpare estirated profile with actual pro-
file rade fror Fuder Survey. (Students are almost alwavs
reinfcrced by similarity of the two, even thcugh the Survev
may uncover tidder interest areas of vhich students were rot
aware.)

Study job cluster cor jot farilies.
<
:
Stew  i1r "Vrat Are Job Farilies"
a. Ering out the idea that jobs may be in same farily tecause
they
(1) are in sare industrv
(2) require sirilar trainirg
(3) {inrvolve similar activities
(4) satisfy similar interests
{3) require sirilar skills
() are in the sawe locaticen
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b. Bring out the idez that a jat carn belong to several
families.

Do Bardout 3 on two occupations within Your interest areas.

Fave one group prepare a diagram of 2 jeot cluster in ore

business. Example: Vitrcnics, Incorporated

a. tour Vitronics, Incorporated

b. tour Area Vocational School ~ study list in diagram cluster
and list classes in studente' scheel where training in that
area mav be obtained

LESSON €

1.

Present and orient a gcod occupationel Lit sc that students

nay study briefs or occupations of tbeir ctoice. VUidering

Occupational Roles Kit has briefs on some 33C occupations.

a. The occupatione are divided into jobs Concerned with
people, jobs concernec with things, and jobs concerned
with ideas. .

b. Occupational btriefs tell trainirg reeded, how to get
started, future in the job, apprcximate salary ranges,
qualificaticns, duties, and necessary things to know
about a job.

c. Do Handout 4.

LESSON 7

1.

2.

Study list of classes coren to the group for the following
High School years.

Do "mock" enrollcents fer each vear ir future high school
years that would hLelp prepare student for jots in his
interest area.

LESSON 8

1.

Write a 3-4 page theme on "Vhat fre My Interests end Fow Can
I Use Them To Rest Advantage Ir My Future?"

OTHER SUGGESTED ACTIVITIES

1.

Divide class merters intc teams. Fave cccupations listed

on slips of paper in a container. Cne rerber frow each tear
draws a slip from container and reads the occupation. Each
has 15 seconds in which to classify the job into the correct
interest area. A panel of '"experts' from class makes the
final decision as to the correctness of the response. The
team with the most correct answers is the winrer. (Yete:
Some of these occupations obviously rust be difficult in
order to challenge the students.)

R
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2. What's My Line -- a game with moderator and contestant. The
member has an occupation. Alterpate panels o5f four members
each try to guess the occupation by questioning., Questions
must be answered with "yes" or "no.”

3. Make a list of seasonal iobs by using student's own interest
areas.

4. Make a list of jobs that can be found in certain climates or
localities using student's own interests,
w -

IIY. EVALUATION - Test (Handout 5)

REFERENCES

A Resource Guide For Career Development in the Junior High School. Min-
nesota Department of Fducation, Division of Instruction, Pupil
Personnel Service fection.

Belanger, Lauvrence L. Occupational Exploration ¥its. Chicago: Science
Research Associates, Inc., 1971.

Cottle, William ©. Interest and Personality Inventories. Boston:
Houghton Mifflin Company, 1968.

Johnson, Norbert and Jasper S. Lee. Occupational Orientation. An
Introduction To the Vorld of Work. Mississippi State: Mississippi
University, 1973,

Krumboltz, John D. Job Experience Kits. "Chicago: Science Research
Associates, Inc., 1970.

Kuder, Frederic. Kuder E General Interest Survey. Chicago: Science

Research, Inc.

Widening Occurational Roles Kit. Chicago: Science Research Associates,
Inc.

TEST KEY
True-False: 1. T 2. T 3.F 4.7T 5.T 6,F 7.T 8 F 9. F 10. F
Best Answer: 1. C 2. B 3., A 4.C5.D

Appropriate Vord: 1, computational 2, literary 3. profile 4. scientific
5. artistic 6. persuasive 7. percentile 8. category
9. mechanical 10. clerical

Underlined Answer: 1. second 2. second 3. second 4. second 5. first

38
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HANDOUT 1

ABILITIES, SKILLS, AND INTERESTS

When you're trying to decide what kind of work you'd like tc o, 3

important for you to know what abilities, skills, and interests vou rav
If you do, then this knowledge should give a better uncerstandéing oI ¢t
kind of work you probably would look fer — work in whick ¥ou car altuz
make use of these qualities.

Listed below are some abilities, skills, and interests. Put a check
mark beside any of ther which you feel vou have.

speak another language seer: to he able tc teach cihers

play a musical instrument gcod salesran

can write gocd letters interested in arvthing sr-ien-
tific

have leadership qualities read and write well

good at sports _like to tinker witi anvshing
rechanical

enjoy doing creative work
with your hands
excellent eye-hand coordination

good at growing things

enjoy weorkirg with arizals

good at helpirg cr=ers

can repair things quickly
like performing in public have artistic a®ilizy

enjoy constructing things interested
has to do wi

4
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HANDOUT 2

A SAMPLE PROFILE -- VOCATIONAL PREFERENCE RECORD

TE9FI3TD

20Ia19g TEIOO08

TedFsSny

L1exa3y1

OTISTIaY

aaysensiag

ST3FTIUATOS

Teuotieinduo)

TBOFUBYIIW

Io0pang

INTEREST
AREAS

RIGE ™

AVERAGE |~

E

oWt

PO |

NAME :
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HANDOUT 3

INTERESTS AND ABILITIES

If the results of an interest inventory showed you had one of the follow-
ing, list two (2) occupations you might pursue which require the interest
of this type.

1. Outdoor (a) - (b)
2. Mechanical (a) (b)
3. Computational (a) (b)
4. Scientific (a) (b)
5. Persuasive (a) (b)
6. Artistic (a) (b)
7. Literary (a) (b)
8. Musical (a) (b)
9. Social Service (a) (b)
10. Clerical (a) (b)

List two (2) occupations which require the following abilities:

1. Veropal

Comprehension  (a) (b)
2. Reasoning (a) (b)
3. Number (a) (b)
4. Space (a) (b)
5. Mechanical

Comprehension (a) (b)
6. Physical (@) (b)
7. Scientific (a) (b)

8. Creative (a) (b)
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HANDOUT 4

Vocational Investigation

The following is an citline to aid you in determining what you ought to
investigate under the various areas of a job analysis. Not all areas noted
here will app.y to every job or job field you study.

A. Nature of .he Work

. What kind of a job is this?

. What work would I actually perform if I were to enter this field?
. Why does this sort of work appeal to me?

. Could I really do this work? If not, why?

s~

Be thorough if you do this part.
B. Personal Requirements

1. VWhat type of interests does this job require?
a. Do I possess these interests?
b. How does my Kuder relate to the interest requirements of this '
j»ob?
¢. Do my hobbies bear any relation to the types of interests
required by this job?
d. Could I develop interests such as this job requires?

2. VWhat abilities would I have to possess in order to enter and
perform this job?
a. Do I really possess these abilities?
b. How do I know I possess these abilities?
c. What do my tests indicate?
d. Could I achieve or learn the skills necgssary for this job”

3. What .’pe of personality does this job require?
a. What are some personal qualities that would be necessary in
this job?
b. Do I possess these qualities?
c. If not, could I develop these personal qualities?

4. What are the health and strength requirements of this job? 1Is
average good health enough? Are there any special physical re-
quirements as to height, weight, eyesight, beauty, etc.?

5. Vhat values or attitudes would I have to possess in order to ve
happy in this type of work? Would the performance of this work
cause me to violate auy values or attitudes that I possess? Could

I adjust to a situation in which I had to change some of my ideals,
values, or attitudes?

Q. _ 202
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HANDOUT 5

WHAT ARE MY GRFATEST INTERESTS

I. Write T before True Statements; F before False Staterents.

10.

Individual aptitudes and interests can be tested resulting in
job placement best suited for the individual.

Any business exists for the purpose of produciag goods or
providing services that people want and for vhich they are

willing to pay.

Work to an average adult takes only a small part of bhis
waking hours.

Interests are a result of our experiences.

Work uses much of a person's energy and a clever worker is
one who does what interests him while he is earring a salary.

Many people have the same combination of interests and rela-
tive strengths which makes individuals have patterns exac*ly
alike.

One's interest in an activity is just as important for satis-
faction in it as one's skill in doing the activity.

Interest is synonymous with ability.

Social activities preferr-d by you show no incliiations towatrd
your future goals in the world of work.

The interests one develops while in school hzs no influence on
the type person one might choose for a husband or wife.

II. Place a check mark tefore the best answer:

1. One can build a more satisfying and happy life by

a. seeking out a high paying job

b. getting all the education one can

c. trying new experiences which give the opportunity to

discover interests and then cultivate chem
d. making new friends

2. Interest can best be defined as

a. how well you do a job

b. attitude or feeling of intentness or pleasure in a thing

or an activity
c. what one does that uses up energy

d. the activity in which most people are engaged




3. A psychologist who has divided interests into ten major areas and
designed a Survey for pointing out an individual's interest pattern

is

a. Xuder
b. Rogers
c. Wren

d. Freud

4, Several psychologists who have studied interests are agreed on the
idea that though young people's interests change they usually begin
to Lecome stable between the ages of

a. 10-12
b. 14-16
c. 16-20
d. 20-24

5. It is important to develop new Iinterests because

a. technological changes might make your occupation obsolete

b. the more activities you know about, the broader your
interests may bezome

¢. your future occupational plans are more flexible

d. all of these

III. Fill in the blanks with the most appropriate answer taking the word
from the list below:

profile computational ;
percentile clerical |
category literary |
pe~suasive scientific |
mechanical artistic {

A computer programmer should ._l.ow a high interest in

A newswriter should show a high interest in

A kind of pictoral graph

A commercial gardener should show a high interest in
ability.

An architect should show a high in.erest.

A door-to-door salesman should show a high quality.

A type of ranking from a sample of people showing how one ranks
when compared with 100 people in the same sample
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8. Class or divisicu .n a scheme of classification is called a

9. A garage owner should have ability.

10. A filing clerk should show high interest on an
interest test.

Underline the best answer:

1. A person (must have, must rot necessarily have) interest in an
occupation in order to do a good job.

2. All jobs (receive monetary rewards, do not receive monetary rewards.)

3. Once we develop an interest (we seldom cast it aside, we often
cast it aside) for another new developed interest.

4. A person unhappy in his work will (get over it when he leaves
his job at the end of the day, will often be an irritable person
with whom to associate) when he is no longer on the job.

5. You must have a (high interest in a specific job in order to sell
yourself to an employer, gift of gab to sell yourself to an
employer) if you hope to continue in the job as a success year
after year.

TEST KEY (See page 81).

wh
-d i
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ERIC

Aruitoxt provided by Eic:

UNIT 10

VEAT AM I CAPABLE Or DOING

1. ORJECTIVES

A,

E.

C.

To help students identify and become knowledgeable of different
skills they possess and may want to develop.

To show how test results can be a source of information which
will stirulate exploration of self ir relation to career.

To guide students in adopting their skills, through education,
to the careers for which they are best suited.

I1. 1LESSON PLANS

A,

LESSON 1 - ¥What You Like To Do best
1. Perscnal reasons for your choices

a. success or failure earlier in life

k. ‘totbties you may enjoy

c. vour ideas of a good time

¢. fteow vou spend your leisure time

e. how vou spend your money

£, what you enjoy reading

2

avironrental reasons for your choices

personal actitions for yourself

acbitions of vour parents for you

influence of your friends

ronev earned by those engaged in this type of work

14

., 0 o M

1ESSON 2 - Wrat Ycu Think You Do Rest

-

I

. TFerscral Characteristics which influence your opinions

a. fast cr slow with hands
v, neat anc careful or careless
¢c. ease in assertling toys or mechanical things
¢. enjey working alorne or with others
e. erjcy working indoors or outdoors
>. TFerscral desires as to job characteristics
2. working hrours
v, ¢¢ll tire, vear around, etc.
c. places vou work -- city or rural
¢. large plants o small plants
3, Eew scrool influernces your opinions
a. What activities in class or out of class did you enjoy

and did well?




l/\!HAT AM ]: CAPABLE
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4.

b.

aC

Ask others' opinions about how well you dn certain tkings.

Use checklist (Handout 1) to evaluate your strengths and
weaknesses,

C. LESSON 3 -~ What Achievement Indicates Ycu Do Rest

1.

4,

What do your grades in school indicate about your talent
and aptitude?

In what areas do you perform best on yot achievement tests?

What honors and awards have ycu won?

a.
b.
c.
d.

in 4-F activities

ir Scouts

in echool activities
in sports

Use a filmstrip such as "What Good Is School?"

D. LESSON 4 - What Test Irstruments Indicate Your Areas of Ability

1.

ERIC

Aruitoxt provided by Eic:

Purposes of tests

a.

Tests are effective mweans of helpirg direct the thoughts
of students to their irndividual differences.

Tests are for self-understanding by the students.

Tests give teachers and counselors a guide from vhich to
advise students in career decision=raking.

Tests are irdicators of ability, strengths, and weaknesses
as well as strong and weak interests.

Useful tests in Career Planniag

a.

b.

C.

d.

Interest Tests {Kuder) -- this is arn irdicator of irterests

but does not indicate ability,

Aptitude (General Aptitude Test Battery in tenth grade)
-~ this test battery incicates areas in whrich cne has
special abilities,

Achievement (California Actieverment Test in seventh,
eighth and ninth grades) -- this test is ar indicater of
past performances in areas such as rath, English, and
reading.

Mental Atility (Califor.ia Test of Menral 2tilitv in
seventh and ninth grades) -- this is a test of rental
ability often referred tc as 7.(Q. Test.

Shortcomings of tests

a.

b.

C.

Students should realize that tests are tocls ard cannct
be relied upon as the final word.

Students sometimes dc not understand the purpose ard uses
of tests; thus they do not perforr as well as ttey could.
Test behavior is only a small sarple cf bebavior,

Rules for taking tests

Y




E. LESSON

Work as fast as you can — most standard tests have time
limits.

Whenever you think you have the right answer, put it down.
Always follow directions.

Do not give up because a test is difficult.

5 - Developing Your “bilities

1. One's vocation must fill one's need for self-respect and accom-
plishment as well as provide a living wage. Consider the

following factors:

a.

Personal - those things (skills) about a person that make
him different from another person.

Manual and Mechanical - those skills found in construction,
manufacturing, agriculture, and foresty.

Academic - involves leadership and scholastic skills in
specific jobs such as teaching.

Clerical, Sales, and Service - attending to the needs of
others, salesmanship, or following directions.
Professional, Technical and Managerial - technical involves
skills that require a combination of scientific knowledge
ané training in a specific area; professional - requires

a college degree or other experience to provide a working
knowledge; managerial involves working with people in
plarning, supervising and coordinating activities.

2. Make a list of occupations and classif, them correctly.

2, Make a list of skills you need to develop and list ways you
can accomplish this.

a.

ITI. EVALUATION

Try various jobs around the home to gain experience and
try new tkings.

Practice will help you improve and develop your special
abilities.

Do your best - there is usually ivom for improvement.
Your careful choice of curriculum should help develop
specific skills.,

A. Give the students the Fact Sheet (Handout 2).

R. Pave each student write a paragraph considering his knowledge of
self, his interests, his aptitudes, and his ambitions. Then have
him give some tentativeplans for his future that fit his assess-
ment of self.

REFERENCES

Arkansas Guidebook for Vocational Orientation. State Department of

Education and University of Arkansas Department of Education, Little
Rock and Fayetteville, 1971.
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1972.

Public Relations Staif. Can I Get The Job. Detroit: GCeneral Motors,
1972.

Shertzer, Pruce and Richard Knowles. Teachers' Guide to Group Vocational
Guidance. Cambridge: Pellman Publishing Company, 1964,

Stoops, Emery and Lucille Rosenheim. Plarning Your Future. Chicago:
Science Research Associates,
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Third Edition. I-II. Kansas City: United States Goverrment Printing
Office, 1965.

Wientge, King E. and others. "Early Intervention in Sth Grade Student
Career Development Crises," The Counseling Interviewer. 5:5-14,
December, 1972.

Wrenn, C. Gilbert. "The World of Change and The Counselor," The Coun-
seling Interviewer. 5:5-19, June, 1973,

-
'l. .
,.

-




93

10.
11.
12,

13.

14.

15.

16.

(Mark an X in the Correct Column)

Swimming

Tennis

Team Games (like baseball)
Music (singing, instrumental)
Art

Writing (poetry, stories)
English

Arithmetic

Science

History

Home chores

Earning spending money

Working out problems through
reasoning

Working with your hands
sewing, shcpwork

Memorizing

Others

Very Well

Pretty Well

Not So Well
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HANDOUT 2

FACT SHEET

Each of us possesses abilities of some kind,
Every job demands many kinds of aptitudes.

We need to give careful thought to occupations that utilize our bhest
abilities.

Interest tests are indicators of interest but not of abilities
possessed. (Kuder)

Achievement tests show how we have progressed in school subjects. (CAT)
Aptitude tests show areas where we have special abilities. (GATB)
Your environment has a great influence on your choice of vocation.

Career discussions should be bzsed on interests and abilities.

VOCABULARY

Aptitude - developed or undeveloped capacity or skills.

Curriculum - A fixed series of courses required to arrive at certain goals.

Vocation - The career in which one is engaged.

Skills - Expertness that comes from training and practice.

=2
.s




ERIC

Aruitoxt provided by Eic:

I.

UNIT 11

DEVELOPING GOOD ATTITULES TOWARD WORK

t

s

te
.

OBJECTIVES

A. 7To present materials which will prove to the stuacents that astti-
tude is a visitle, measureable, and could be changeable part c:Z
an individusl's personality.

1. To show students how easily attitudes are recagnizec.
2. To lead students into a knowledge that attitudes are a resul
of feelings.

B. To help students to understand that their attitudes are nct "ter
rather that they &are learned, acquired, and even cultivated.

1. To provide insight for the student to recognize the attitide
he has that need to be changed.

2. To help the students to see that it is not just encugh ¢ st
an attitude; rather that we rust replace the poor attizide w
a better one.

3. To create in them a desire to change by helping ther see thz
knowledge of attitudes is useful if we use the krncwledge.

4. To provide the student with concrete media to use in reccré-
ing his progress.

C. To develop the idea that a positive attitude is not just <he tes
attitude but it is the only attitude to use to write success
stories.

1. To instill within each student the definite thcught zhat 2
positive attitude is a must if one is to bteccme a success,

2. To prove to the students that our attituce is cftrer a Firal
determinirg factor in life's success story.

D. Tec prove to the students that their attitudes will Lelp zTex cozzin

ard keep jobs.

1. To erphasize that work is necessarv for an individuzl 7o Te-

come a well-acdjusted happy individual.

2. To show the students that it is not easy tc succeed ¢
eventually there will be only one emplov ' r to evaluate

-

3. To stress the fact that 807 of the people whe lcse their %

A 3
l!“
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do not lose them because they cannot perform the task.
They lose them because they have poor attitudes and find
that they cannot get along with others.

4. To present concrete exarples showing how to "win a job"
and "impress people' by using 2 positive attitude.

II. LESSON PLANS

A,

LESSON 1

1.,

3.

Begin the class by asking students what they think "attitude"
means. Use their answers to compile some ideas. Then place
these ideas on the board as a definition.

Hand out the following on a sheet and spend the rest of the

period discussing them.

a. Attitude 1s an expression perhaps by word or action, of
a person's reaction toward and feeling concerning a per-
son, a thing, or a situation.

b. Attitude - a persistent inclination to constantly react
in a particular way toward either an idea, group, person
or thing, or a combination of these.

Give as a pretest Handout 8. Give again as a post-test for
your evaluation at the end of the unit.

LESSON 2

1.

Getting acquainted with your attitudes and changing sore of
them can help you to

a. Define your purpose in life

b. Go the extra mile most of the t.me

c¢. Develop accurate thinking when necessary

d. Think positive most of the time

. Believe you can do the job successfully

. Develop a good personality

. Become an enthusiastic helpful individual

. Accept failures gracefully

. Understand and develop qualities needed to work as a team
. Develop insight and vision

Lo He *0Q Hh O

Have these ten things on a handout sheet or place them on the
board.

Ask the students to arrarge them in the order of importance.

Brainstorm with {ie youngsters bringing out the fact that
attitudes develop from the ways we "feel" about things and
people.

LESSON 3




the filmstrip "Should You Feel Inferior?'" Discuss in class
tow feeling inferior can cause one to develop a negative or a

no need to try" attitude.

If the filmstrip is not available write the word "Giveupitis"
on the board and brainstorm with attitudes which could cause
this to cevelop.

Have the students make a list of things a person might do on
a job that vould reflect inferior feelings.

LESSCN &

1.

[ S

LESSON 5

Present the students the sheet '"How Well Do You Follow Direc~-
tions.'" (Handout 1)

Then each student has finished have a good laugh with the stu-
dents, being certain that no student feels the class is laugh-

ing at him.

Rrainstorm with the idea that failing to do a thing does not
nean that an individual is a failure.

1. Present these two ideas on the board.

a. "Yeur mental attitude can be more important than Tour
mental capacity."
b. “Success is 90% attitude.”

2. Divide the class into small groups and let them ''buzz" for
15 minutes. Instruct them to choose a chairman to present
each group's ideas to the class.

3. Tren show filmstrip "Do You Win Friends and Lose Arguments?'

2 Spend the rest of the period in class discussion.

LESSCY €

1. Complete the following

Take the first step

Satisfaction is a mental attitude
Your mental attitude

Look bevond today
You can do it
Life is just an employer
Hope
“™hat the mind can believe
It's the little things
Defeat can be a stepping stone

Attitudes can be

A positive attitude can cause one tc keep his eye upon the

b= Al He T FA D LD O W
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G.

o8

do-nut
m. It takes as much energy to do a jot right
n. Accentuating good things will
o. Sharing good things with another

Have the students place their unfinished statement on the
board. Use class discussion and decide upon a good ending.

Discuss ways that a positive attitude in these areas will
help one obtain and keep a job.

At the end of the period hand out the matching quiz. Iet the
students check their answers and keep the sheet for their
notebooks. (Handout 2)

LESSON 7

1,

2
.

Have four volunteer students plan to presert a presentation to
the class entitled "What's My Attitude?” Let each student
present his attitude first through body movement. If no cne
guesses it, let him present the facial expression, then per-
haps use a sound to illustrate the attitude. Thke audience

may ask questions to elicit a "yes" or "nmo" from the performer.

Present the filmstrip "Eow Can T Understand Other People."

LESSON 8

1.

3.

Have the students name other chara-teristics that are derived
from attitudes which would help one get a job.

Brainstorm with the idea that now the individual has obtained
the job, what must he do to keep the job.

Present Pandout 3 "Attitude Clusters! Use to build clusters
needed in professional, service and menagerial areas.

LESSON 9

1.

Invite a resource person to speak to the students about char-
acteristics he is looking for when a new worker is erploved.

Fave the students rate themselves on th2 traits erplovers
expect workers to have. Use 1, 2, 3, as ratings with 1 as
the best, making the lowest score the best,.

good work attitude

dependability

. cooperation

initiative

pride in work
ability to get along with others
honesty

QR Mo Q0O TN




ac

K.

k. entbusiasm

i. cheerfulness

j. etility to listen and carry out instructions

k. loyalty

1. efficiency - not wasting time and materials

m. reliability

n. gocd and prompt attendance

o. helpfulness

p. willingness to learn

q. ability to follow rules and regulations
LESSON 1N

1. Hand the students the "Attitudes' sheet (Fandout 4) and tave
ther place the correct caption tencath each. Give them the
list of other attitudes and let them write ways they could
show these attitudes.

LLSSON 11

1. Vtand out the sheet '"Reasons Vhy Vorkers Lose Their Jobs"
(Handout 5). Ask the students to rearrange them in the order
of importan-e as they view them.

2. Have two students role-play the positions of the "boss' and
the erplovee in a situation in which the employer is disris-~
sing the worker.

LESSON 12
1. lse the filr "Job Attitudes: Uhy VYork At All" (10 minutes).

2. Fave the students compile a list of attitudes that will help
a student obtair and keep a job.

LESSOXN 13

1. VYave two students role-play as prospective employer and pros-
pective erpluyvee.

a. Let the 'employer" explain to the student that the job will
require much co-operation.

b. Ask the applicant to fill out the "Attitude Chart" (Hand-
out 6), placing a check after one of each pair indicating
his or her attitude. Fave them add the number of checks
in each column and multiply each total by 4. The product
of the positive column is a plus quantity, thac of the
negative column is a minus quantity.

¢. Yert hand out two sheets o each person and let them score
therselves on one of them.

d. Ask them to take the other sheet with them and ask a friend
to honestly score them,

e. Fave them fill out a blank slheet with five attitudes they
want to improve and record their improvement for the next
month.




III,

M. LESSON 14

1. Ve all need to feel secure, loved, and wanted. We learn in
life that there are some things we do well and we do these
things often. Ve keep working to improve the areas in which
ve are not very successful. We begin tc understand that
all people have strong areas and weak areas; yet each person
can be a worthwhile individual, 1In the searchk for our
identity, we fcund that our attitudes have controlled the
way we have behaved.

to

fome of the ways people behave are listed in Handout 7. Till
in a.d discuss,

M. LESSON 15

1. There is usually only one copy of the Dictionary of Occupation-
al Titles, Volume TI available: therefore, this assignment
could te used for the students to corplete or their own time
as they find the time available.

2. Bave ther: 1ist three worker requirerents for each of the
following jobs.

secretarial and related work

classifying, filing, and related vcrk

computing and related recording

cooking and related work

precision working

industrial training

industrial engineering and rclated work

three other areas of interest toward which their self-

appraisal materials point them

oM M AN T

FVALUATION - Test

A. Use the same test ('andcut 8) that vou used as a rre-test to
evaluate this unit.

REFERENCFS
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HANDOUT 1

HOW WELL DO YCOU FOLLOW RIRECTIONS

Directions: Read all of this before starting. This is a timed-test so

10.

11.

12.

13.

14,

work quietly ard quickly. Don't talk to anyone else.
Print your name in the upper left hand corner of this paper.
Write your birthday over your name,
Put today's date in the upper right hand corner of this paper.

If you have completed the first three numbers on this test, tap
your head with your pencil.

Drav five stars at the bottom of this cheet.
Draw a line under the word DO in the title.

In capital letters spell the word "smart" baclwards on this
line.

If you think you have followed directions correctly, so far,
sit up really straight and smile.

In the bottom right hand corner list the number of people in this
room.

Underline every odd number found on this page and scratch through

all of the odd numbers.

Write on the line at the top of the page "1 Know ! t I Am Doirg."

Say the name of your school out loud. Write it.

Write the first and last letter of the alphabet.

Now since you have read these directions, don't do any of these
things; just watch the other students.




102

FANDOUT 2

MATCHING QUIZ

Take the first step...

Satisfaction is a
rental attitude...

Your mental attitude...
Look beyond today...

You can do it...

nife is just an enployer...

Hope...

Vhat the mind can believe...

It's the little things...

Defeat can be a stepping
stone. ..

Attitudes can be taught...
A positive attitude

can cause one to keep

his eye upon the do-nut...

It takes as nucht energy

Accentuating good things
will,..

Sharing good things with
another., ..

TFST KEY (See page 101)

is a magic ingredient,

as it does to do it wrong.

and will always show.
the mind can achieve,
and life will te happier.
cr a stumbling block.

and caught.

and the next will be easier.

anu rot upon tke hole,

it gives you what you ask.

if you believe you can.

that make the big difference.

vill doutle both persons' jovs.

is learned.

attract good things.
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FANDOUT 3

ATTITUDE CLUSTER

List seven attitudes one must develop
to become a good

(Any Occupation)




HANDOUT 4

ATTITUDES

Appear five or ten

minutes ghead of the
appointment.

Be dressed neat and
clean. Have hair
combed, clothes well
pressed, and shoes
shined.

Sit up straight,
feet firmly on the
floor. Look alert.

Think tefore answer-
ing questions.

Show that you have
learned something
about the job.

Be grown-up and
businesslike.

Address the pros-
pective employer
by Mr. or Mrs.

Be polite. Don't
give information
you're not asked
for.

Keep personal facts
out of the interview
unless you are asked
for them.

4

Tdctful
Punctual
Intelligent
Considerate
Neat
Ingenious
Poised
Polite
Interested

Interested
Industrious
Thorough
Persistent
Adaptable
Orderly
Responsible
Speedy
Loyal

Alert
Accurate
Careful
Self-Confident
Honest
Forceful
Friendly
Cheerful
Stable




HANDOUT 5

REASONS WHY WORKERS LOSE THEIR JOES

A, Carelessness

B. Unwillingness to follow rules

C. Laziness

D. Absence or tardiness without cause

E. Troublemaking

F. Too much attention to outside interests

G. Lack of initiative

E. Too little or too much ambiticn

I. Disloyalty

J. Irresponsibility

K. Lack of adaptability

L. Misrepresentation
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HANDOUT 6

ATTITUDE CHART

| WORK ATTITUDES

Positive Check] Negative Check

1. Being Speedy Being a Slow Worker

2. Always Punctual Being a Shirker

3. Being Interested Acting Indifferent

4. Being Persistent Being a Quitter

5. Always Loyal Being Disloval

6. Trying to Be Orderly | | Acting Disorderly

7. Being Thorough Appearing Haphazard

8. Being Adaptable Being Set in Your Ways
9. Being Industrious Appearing Lazy
10. Being Responsible Being Irresponsible

MENTAL ATTITUDES

11. Being Forceful Acting Inane

12. Being Accurate Being Inaccurate
13. Acting Alert Being A Drifter

14. Being Honest Being Dishonest

15. Being Ingenious

Being a Routine Worker

16. Being Careful

Being Impulsive

17. Appearipg Intelligent

Appearing Slow to Comprehend

18. Showing Self-Confidence

Being Fearful

SOCIAL ATTITUDES

19. Being Tactful

Appearing Tactless

20. Acting Friendly

Being too Shy

21. Being Polite

Being Discourteous

22. Being Cheerful Acting Gloomy
23. Apnearing Neat Being Untidy
24. Acting Considerate Being Inconsiderate

25. Appearing Stable

Being overly Excitable

IMPROVEMENT CHART

ATTITUDE

U

w»v & T o=




HANDOUT 7
WAYS PEOPLE BEHAVE

1. Try to do good work 11. 1Is very sociable wher pessitle
2. Often bullies other people 12. Daydreams a lot

3. 1Is always friendly 13. Acts "wise" and "smart-aleckw”
4. Picks on other people 14. TIs fun to be with

5. Rips work up and bangs things 15. Listens to others attentively
6. Is very sarcastic much of the timel6. Bosses other people without cause
7. Laughs a lot 17.. 1Is at ease with pecple

8. Is too proud of himself 18. 1Is poisy and lcué toc often

9. Shows off often 19. 1Is agreeable most of the tize
10. Stays away from people when he 20. Takes advice when necessary

should be working with them
A PERSON WITH A GOOD A PERSON WITH A
POSITIVE CONSTRUCTIVE ATTITUDE NEGATIVE ATTITUTE

1. 1.

2. . 2.

3. 3.

4, 4,

5. 5.

6. 6.

7. 7.

8. 8.

9. 9.
10. 10.

P .
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. Match the following

1. Attitudes can a. employee's attitude

[ 9]

The most important element b, mnecessity
in attitude change is the

S.____ Attitudes are a result of ¢. changed

<.____ & positive attitude is a d. always room for improve-
ment

. Attitudes are e, individual

A.____ lork is necescary tc have f. overcore

. Trere is #. developed

Se___ Inferiority comwplexes carn te h. happy, uceful life

f»____ Cne of the firet thinge ar L. feelings

corlover leers for in

2
cresgective erplovee s

enm-lcyvere are vell i. rpeatness

e ¢ the irportance cf

Tlale T tefcre tte True statemernts and F before the Falsc statements.

ride in a jot results in a job well done.

T~
[ d
[N

titudes develop from the way we feel and think about others.

S If one has a constructive positive attitude he will never

L0¢
PANDOUT 8
TEST
DEVELOPING GOOD ATTITUDES TOWARD WORK
reet failure.

- Belief in oneself can help a person develop vision.

1

. A DPleasirg personality usually reflects a healthy attitude.

[g9Y
'
t
r

TIST TEY (Page 1C1).
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UNIT 12

WEAT OCCUPATION SHOULD I ¢r'OOSE

I. OBJECTIVES

A. To provide students with an awareness of the many facters whict
influence change while deciding on an occupation,

B. To help the studenc- have an understanding cf the "supply and
demand" concept which exists relative to human resources.

C. To help students understand that mobility is on the increase
and that some occupations are wore mobile than others and that
many factors determire the location of the job.

N, To help them look to the future to see their cltance of advance-
ment and where the cccupation thev choose will lead them in five
or ten years.

IT. LESSON PLANS
A. LESSON 1]

1. feiore ctoosirg an cccupation tate stock of vourcelf. (PFond-
ous 1), Fill in 1mnediately,

2. faecuss "ocewatioral frudy Mutlire” (harteut W

T, Fill oir e odline.
.

T o -~
Lr&seN 2

-

1. Discus: the Cciupational .utline ofter the stu’onts "or
ccrpleted.

2. Tiscuss the ir-crtance cf choecsing ar cccupatior, T
citizen rust be prepared to tind a jeb din a cravngirgyor.’
There are between 30,CC0C and 35,700 cifferent ichs cores t
Americans.

C. LESSON 3

1. The following things should te considered in clocsing tie
right occupation:
a. The number of different jobs availatle.
b. The location of most jobs available.

c. The knowledge that the occupation ycu choose 1s one v'idh

suits you and is cne for which you are suitec.

d. The way a persen uvses freedor of choice deprnds or
"personal values' -~ the things he believes to e t°
rmost important in his own life.

AN

ERIC
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e, Finding the job which suits your own pewrscnal needs,

2, FI11 out the "Self-Appraisal Interest Chart" (Handout 3).

3. Discuss some local occupations which are not found in every
town or county in the state.

LESSON 4

1. Organize a panel. Discuss the advantages and disadvantages
of the occupations in your town, county, and state.

LESSON 5

1. Write down on slips of paper many different occupations and
put the papers in a box. Have each student draw out a slip
of paper and discuss the possibilities of choosing that as
an occupation,

LESSON 6

1. Discuss with the students the most important step in helping
decide on a career.
a. The most important step is to know yourself.

(1) Before deciding on a career you must study yourself
honestly as you can to discover your abilities, in-
terests, and skills. If you balance your job choices
against your own abilities and interests, you will
very likely make a wise job decision.

(2) To succeed in any occupation you will need the best
education you can get.

t. Fill in the alternate selection chart (Handout 4) and
put it into a folder to continue checking as you explore
the possibility of other occupations.
LESSON 7
1. Ask a rescurce person to come in and discuss occupations with
the class. Tell students the advantages and disadvantages of
local occupations and the possibilities «f choosing an occupa-
tion in the local area.
2. YName some positions in the community which are common to all
cormunites in the United States.
3. FHave students fill out "School Subjects and Oc “upations"
(Fandout 5).
LESSON 8
1. Give the class the "Factors to Consider in Choosing an Occu-
pation' (llandout 6).
2-

Discuss these factors to help them decide on an occupation.

Tl
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I. LESSON 9

1, 1In deciding your occupation, you shouid choose one for which
you are qualified; one that fits your interests, abilities,
qualifications, and personality, and one that is available,

2. The student may have to spend a lot of time hunting in vari-
ous places to get all the facts he vill need to make a good
choice of occupations.

J., LFSSON 10

1. Give the students a sample job quiz after tkey think they
have chosen in occupatiorn,
a, What kind of work will T do in this job?
b. What personal qualifications are required?
c. How much education and training does the job rsquire?
d. Are the job opportunities in this field good?
e. What salary does the jobt pay?
f. FHow do most people regard this occupation?
g. In this kind of job where will I have to live and work?

2. Have each student get a folder to keep all the tables, charts
and the sample job quiz. Ask them to put in it magazine
pictures and articles, articles from newspapers, and free
material from different places. Keep this folder for refer-
ence when occupations are discussed.

ITI. EVALUATION - Test (Handout 7)

REFERENCES

Gelinas, Robert P. and Faul J. Gelinas. PFow Teenagers Can Cet Good Jobs.
New York: Richkards Rosen Press, 1971.

Getting and Keeping Your First Job. Pleasantville: Guidance Associates,
1970.

Hartley, William K., and William S. Vincent. American Civics. Chicago:
Harcourt, Rrace and World Publishers, 1967,

Johnson, Norbert and Jasper S. Lee. OQOccupational Orientation. An Intro-
duction to the world of Work. Jackson: Mississippi State University,
1973,

Lee, Jasper S. '"Working on the Job,'" Micro-fiche Ed. 057235. Jackson:
Mississippi State University, 1971.

Public Relations Staff. Can I Get The Job? Detroit: General Motors,
1972,

ANy
e,
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HANDOUT 1
SELF~PICTURE CHECKLIST!

Place an X in the column which best describes yourself

Always ' Usually Sometimes |  Never !

Honest
Happy
Friendly
Sad

Serious
Sensitive
Jealous
Popular

Shy

Clumsy
Show-off
Afraid
Kind
Modest
Proud

Lazy

Neat
Thrifty
Even Tempered
Dependable
Angry
Moody
Open-minded
Unreasonable
Demanding

-

1Norbert Johnson and Jasper S. Lee. Occupational Orientation. An Intro-
duction to the World of Work. {(Mississippi State: Mississippi State Uni-
versity, 1973), p. T-110.
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HANDOUT 2

CCCUPATIONAL STUDY OUTLINE

A, Name of Occupation

B. Duties of the Occupation

C. Qualificatiens: What are the Personal Requirements
D. Age: How old must I be to enter the cccupation?

E. Sex: Is this an occupation in which cthers of my sex are normally
erploved?

F. Specific Physical and Health Requirements
G. Interest: Dc I possess this interest?
H. Abilities: D¢ I possess the required abilities?

I. FPerscnality: Dc I pcssess the personal quzlities recessary for deing
this type of work?

J. Values and Attitudes: Does this jobt violate anv values or attitudes
I have atcut pecple and work?

K. Preparation: Wbat subjects do I need to study?
vhat special training will I need?
Bow ruch will it cest?

Is work experience required for entrv intce this occu-
paticen?

L. Werking Conditicns en the Job: Is it hazardcus werk?
Is it noisy, dirty?
¥ill T werk in shifts?
Will I work indecors, or ottdoers?
Is it hard werk?

M. Rewards {ror Werk: How rmuch is the begirning pav?
Is there chance for advancement?
¥ill this werk experience help rme gfet o Letior
Weuld I te happy in deirg this Fird of wori’

L

. Erplevrent Cutlock: What is the future cutlook
5 vears fror now?’ 10 vears fror =on o

0. Special Requircrents:; (certification, licenses, and cxarirztiocp:)

O

RIC
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11s HANDOUT 3
SFLF-APPRAISAL INTEREST CHART

List below some of the activities which you
like best and some you like least

f IN SCHOOL
Subjects I Like Best Subjects I T.jke Least

OUTSIDE SCHOOL
Activities I Like Best Activities 1 Like Least

SOME THINGS I HAVE ALWAYS WANTED TO DO

THINGS I VANT TO DO IK THF FUTLURE

SOME JOBS I HAVE HELD
(either for pay or on a voluntary basis)

lings I Liked About My Job Things I Disliked About These
Jubs

MY HOBBIES




O
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EANDOUT &

CONSIDIRINC AN ALTLPMATIVE CFLECTION

Cccupations ycu enjeyed studying nmost:

1st 2nd

—— . e e e . = s = ———— - o

Occupations vcu liked least:

1st 2nd

- - - — —— — ——— ——— o —— - ——— . -———

Occupations most interesting:

1st Ird

-_— ————— ———— e et m . e— . . . . — - -

Occupaticne for which you possess the best ability:

st 2nd

—————— - ———————— e -——

—_— -, o — - —— - - - ——

Occupatiorns that fit your perscensl trajts test:

1st 2nd

—_— - ——— —— - e ——— = —— .

Which occupations does your aptitude teet faver roest:

1st 2nd

Favor least:

1st 2nd

— — — s e — ——— s - - ——

Which occupaticns deoes yeour interest irventery faver roest:

1st nd__

Favor least:

lst nd_

Which occupations provide the best vertipe corditicrs:
p §

1st 2nd

- ——————— e e — = e ——— - e =

Poorest working conditicrs,

1st 2rd

Vhich occupations previde the hest jeb seccurity

lsat 2nd

f— -_—

- ————— . = ——— —— = = = - - ——

1




Least job security:

let 2nd

Which occupations have the most favorable outlook:

1st 2nd

——

Least favorable outlook:

1st 2nd

Occupations for which you are best physically qualified:

1st 2nd

Physically disqualified:

I1st 2nd

Occupations for which you would enjoy training:

1st 2nd

Would not enjoy training:

1st 2nd

Occupations for which you would te more able to provide tools and
equipment:

1st 2nd

Unable to provide tools and equipment:

1st 2nd

Select the two occupations with the most number of favorable
factors for your career choice. Write a summary for choosing
the occupations.
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FAXDOUT 6
FACTOMS T0 CONSIDER IN CHOOSING AN OCCUPATION

csome jots are orly applicable to certain leccalities due to:

s Yetural Resources

. Clipzte

¢. AMvailatle labor

d. AMvezilable Transportation

fome: jobs have statevide erpleyment.

a. Villingness teo wvorlt in any part of the state.

t. Desgire to work for tte state governrent vhich right require
pessible transfer, and extensive travel.

¢. FSore seles or service vocupaticns 1ill require possible transfer.

fome jobts bave rational opporturities.

a. MMony goverrrent rositicns offer naticnal cpportunities for
erplevoent .,

L. Mary service cccupatiors are in derard in every state and community.

‘cne johks are very mobile.

. Trere ray te only seascral neec.

Preroticn or advancerert rnight require roving to another location.

Sfore constructicer cccupaticre require folleowing the demand of
rle¢ cccupaticn.

d¢. Ceore travelirg cccurations might require being away from one's
farily five cays a veck.

¢. Scre cccupations becore cead-end thus requiring some change ir
tirere pcsiticns or change tc entirely nev cnes.

"ducational oprorturitics

. Scheols for childrern

. Institutions for vife ard self

ivirg conditicne

)

o

IS
c

<

b

L

a. “ecirable or vndesiratle

t. Cocial status of leocality

c. Morals anc¢ standarcds of locality

i, Tousing

Tecreatiorzl ovpertunities

z. ‘umter of akes, rivers, or parks and etc.

t. Yurber of farily-centered activities.

Farily ties

¢. Villinfress te leave hione

Lo illirgrecs of irrediate farilvy to rove for bread-winner to better
Birself and farilv,

ve2ltlt conditions

a. Vi1l cliratic corditions affect any rerlter of thte farily?

! tte rove veortlh the additional evpense which ray be incurred

ecarre of redical expersz2g, ertra clothing, increased utilitics,

etc, due teo ertrere weather corditicens.,

Fiirarcial consideration

. Cost of livirg for tre area.

« low salaries corpare to tleose of other arcac,

‘tere has beer a trend in the L.¢. teovard worker robility.

“. “rcuncer verkers rove more ofter than clder workers.

b, Spprogirately cre cut of five farilies rove eact vear.,

i
b

Y oy

Y P ]
' [ S ,.f
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BANDOUT 7
TEST
A. True or False
1, Today's citizen must be prepared to find his place ip a

world where many changes are taking rlace.

2. In the early days of our rnatien choosing a jot vas difficult.
3. Today, there are 25,0C0 to 30,C00 different jots cpen to
Americans.
4, Today, employwent in the United States is at an zll-time high.
5. To find the right job is always easy.
6. Personal values play a great part in determinirng a person's
choice of jobs.
7. The most important step in helping you decide on 2 career is
to get to know yourself.
8. Getting an education is not as important as preparation for
trying te find the right jobs.
9. You should choose the job that is best for vou.
10. Education is a lifetime adventure for most Arericans.
11. jost unskilled workers have special trades or occupations

that require little or no trairing.
B. Matching

1. Automation a. A business,empleyment or trade; werk
a person does regularly to earn a living.

2. Profession b. The things that one believes to be the
most important ir his own life.

3. Occupation c. Something that moves or acts by itself,

4, Personal values d. An occupation requiring advanced educa-
tion and trairning.

C. Discuss what '"freedor of choice" means in Arerica.

D. Test Key

True-False: 1. T 2, F 3. T 4,7 5. F 6.7 7.7 8. F 9.7
10. T 11. F
Matching: l.c 2.d 3.a 4.b

~t
u~>~‘




UNIT 13

INTRODUCTIGN TO THE OCCUPAT1ONAL FIELDS

CBJECTIVES

A. To introduce and familiarize the student with the nine occupation-
al categories.

To help the student gain a basic knowledge of what each categery
has tc offer and explain various jobs under each cne.

LESSON PLANS
A, LESSON 1 - Introduction to the Occupational Categories

1. Supply each student with a list of the nine categories ancd
a list of mocel jobs under each.

Briefly discuss each category noting the examples of various

occupations under each division.

a. Class discussion of wvaricus occupations which are ceozmen
in our area. MNote and discuss occupations not corron in
our area.

b. Let class decide which category contains the majority cof
the occupations in this area.

c. Let class decide which has the smaller nurmber of occupa-
tions 1in our area.

DPiscuss the economic importance of certain selected jcts.

Review again each category, discuss certain jecbs in each
group bringing in the eccnomic importance of each.

LESSON 2 - Categories 01 and 2, Professional, Technical and
Yanagerial Occupations; and Clerical and Sales
Occupations.

Category 01 - Professional, Technical and Managerial Cccupa-

tions.

a. Introduce students to this category by defiring prcfes-
sional, technical, and manazerial occupations in tercs
the students can understand.

(1) Give examples of jots in professional field.

(2) Give examples of jots in the technical field.

(3) Give examples of jobs in the managerial field.

Ask students to record what they think the requirezext

for joebs in the professional field would be.

Give some general recuirements.

Discuss where the student might find employment in cercai:z
selected jobs in this category.

ERI!

Aruitoxt provided by Eic:
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Discuss the salaries of certain selected jobs.
Show that these jobs are all placed in same category be-
cause of sirilar requirements.

2. Category 2 - Clerical and Sales Occupations

a.

C. LESSON

Introduce these to the students by defining clerical and

sales occupations in terms they will be able to understand.

(1) Give examples of jobs in the clerical field.

(2) Give examples of jobs in the sales field.

Ask students to make a list of jobs in these fields.

(1> Ask selected students to give their ideas of where
these jobs would be most plentiful.

(2) Ask selected students to give the economic importance
of these jobs.

Have class discussion of salaries of certain selected jobs.

Review the category and requirements for the people in the

profession.

3 ~ Categories 3 and 4, Service Occupations and Farming,
Fishery, Forestry, and Related Subjects

1. Category 3 - Service Occupations

a.

b.

cC.

d.

Introduce these to students by defining service occupations
in terms they will understand. Give examples of jobs in
the service field.

Ask class to make a list of jobs in the service field.

Have selected students discuss where job opportunities

for certain jobs on their list might be found.

Discuss salaries and their difference between one job

and another,

Discuss the economic importance of the category.

2. Category 4 - Farming, Fishery, Forestry,a Related Occupa~

a.

tions.
Introduce these to the students by defining these cccupa-
tions in terms they will understand.
(1) Give examples of jobs in farming.
(2) Give examples of jobs in forestry.
(3) Give examples of jobs in fishery.
Ask students to make a list of jobs in these fields not
previously mentioned.
(1) Ask selected students to relate why these jobs are
grouped into one category.
(2) Discuss where jobs in these fields might be found.
(3) Discuss working conditions and salaries of various
jobs.
Review this category and general requirements for people
in this profession.

D. LESSON 4 - Categories 5 and 6, Processing Cccupations and Machine

Trades

1. Category 5 -~ Processing Occupations

143
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a. Introduce these to the students by defining processing

occupations in terms which they can understand.

(1) Give several examples of processing occupations.

(2) Ask students to make a list of jobs not previously
mentioned.

(3) Discuss selected jobs as to salary and training re-
quired.

(4) Have class discussion on the differences between
working conditions and salaries of various jobs.

2. Category 6 - Machine Trades

a. Introduce these to students by defining machine trade
occupations in terms which they can understand. Give
examples of several machine trades.

b. Have students make a list of as many machine trades as
they can.

c. Ask selected students to discuss their favorite job.

d. Discuss salaries and working conditions of selected jobs.

e. Discuss where jobs in machine trades could be found.

f. Review the category and discuss the economic importance of it.

F. TLESSON 5 - Categories 7, 8, and 9, Bench Work Occupations, Structural
Work Occupations and Miscellaneous Occupations.

1. Category 7 - Bench Work Occupations

a. Introduce this category to students by defining bench work
occupations in terms they will be able to understand. Give
examples of several bench work occupations.

b. Ask students to make a list of several occupations not
previously mentioned.

¢. Have class discussion on selected occupations, discussing
salary, working conditions, etc.

d. Discuss w! jobs in bench work occupations could be found.

e. Discuss ecoi..ic importance of these occupations,

2. Category 8 - Structural Work Occupations

a. Introduce students to these by defining structural work
occupations. Give examples of several structural work
occupations.

b. Ask students to make a list of jobs in structural work
not previously mentioned.

c. Ask selected students to discuss some of these jobs as
to location of job, working conditions and qualifications.

d. Review the division and economic importance of it.

3. Category 9 - Miscellaneous Occupations
a. Introduce students to these by defining miscellaneous
occupations.
(1) Explain why there is a need for a miscellaneous category.
(2) Show that jobs in this category are not related.
b. Mention economic importance of a few selected occupaticnms.

F. MATERIALS

1. Each student should have access to page 1 and 2 of the Diction-

ERIC T
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ary of Occupational Titles (Volume II), Third Edition (19€%).
This will allow the studert to see how the jobs are arranged
in the 9 classifications.

2. Additional pages can be used as the instructor sees fit.

3. Job cluster charts at the end of the unit ray te used. (Fand-
outs 1-10)

IT1I. EVALUATION - Test (Handout 11)

REFERENCES

Hopke, William E. (ed.). Fncyclopedia of Careers and Vocational Cuidance.
Revised Edition, I-II. Garden City, New York: Doubleday and Coerpany,
1972,

United States Department of Labor. Careers for Vomen ir 7C's. Ulasv,ing-
ton: United States Goverrment Printing Office, 1073,

_+ Dictionary of Occupational Titles. Third [ditien, I-II. FKarsas
City: United States Government Printing Office, 19€5,

. Job Guide For Young Vorkers. Vashington: United States Gevern-—
ment Printing Office, 1965.

. Occupational Outlook Handhook. Kansas Citv: United Ctates
Covernment Frinting Office, 1972-73.

TEST KEY

True-False: 1. T 2. F 3.T 4.F 5.1
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HANDOUT 1

SERVICE ARFA - Medicine JOB CLUSTER AREA - 0-1 Professional

A Job Cluster
Below is shown a cluster of jobs for which an inexperienced worker may
begin his training or work experience. The lower-skilled jobs are found

at the base of the chart. An irdividual may enter training at any readi-
ness or ability level and exit at any desired competency level.

The

Surgeon

Medical
Doctor

Medical
Research
Worker

Physical\\
Therapist//

X-Ray
Lechplclan Technlciii)
t //
Hospital Assistant Ambulance
Janitor Crderly Crderly Driver

s .
(A ]

Cccupation
al Therapis

AsSistant
Anesthetist

Head
Anesthetist

Electro~ Ther t
Cardiograph er.pis
. For The
Technician

Blind

;::;:—;::\\\ Dietitian
Personnel / Aid
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HANDOUT 2

SERVICE AREA - Recreation JOB CLUSTER AREA - 0] Technical and Managerial

A Job Cluster

Below is shown a cluster of jobs for which an inexperienced worker may
begin his training or work experience. The lower-skilled jobs are found
at the base of the chart. An individual may enter training at any readi-
ness or ability level and exit at any desired competency level.

Recreationa
Supervisor

Manager
of National
Parks

Assistant
Manager of
National

\
N

-,

Recreation-
al Facili-
Director ‘! ties Atten-

dant
Olympic
Coach

Bowling
Proprietor

e

~

Director
of
Amusements

\
Swimming \

efreshment

Amusement Amusement Mainten-
Ride Equipment ance Man Stand ( Pool Life
Attendants Operators Attendant

\\ CGuard

N~

.

Playground Golf \\
Organizer Course

Caddie

Little
League
Leader

Ticket
Collector
For Amuse-

[

£
1]

\
A




HANDOUT 3

SERVICE AREA - Clerical JOB CLUSTER AREA - 2- Clerical and Sales

A Job Cluster

Below is shown a cluster of jobs for which an inexperienced worker may
begin his training or work experience. The lower-skilled jobs are found
at thc btase of the chart. An individual may enter trainine at any readi-
ness or ability level and exit at any desired competency level.

e

Supervisor
of
Secretaries

. S
Assistant\

Manager

Manager of
of Secretarial
ecretaries Pool

Medical
Secretary

Frivate
Secretary

////;;urt
Repcrter

Legal
Engineering
Secretary

Trans-
cribing
Operator

Foreign
Language
Operator

Technical

Operator

4 ! Photo Sherthand Addresso-
( Dictation < Cepy Transcriber graph
Twpist Machinist by Operator
Typewriter

\
\ -~
"

/ \\ /// _\\

’ Telephorne ﬁxrReception— \ [Votel Desk Bocking Teletvpe Correspond-
Answering ist Clerk Clerk Operator ence Writer
~N /

- - -7




HANDOUT 4

SERVICE AREA - Law Enforcement JOB CLUSTER ARFA - 3~ Service

A Job Cluster

Below is shown a cluster of jobs for which an inexperienced worker may
begin his training or work experience. The lower-skilled jobs are found
at the base of the chart. An individual may enter training at any readi-
ness or ability level and exit at any desired competency level.

Supervisor
of
FBI

FBI Manager
Special of
Agent FBI

Plain

Security
Officer

Clothesman

Chief
Patrolman

Police
Lieutenant

County

d

Sheriff
Traffic
Policeman

City
‘ Police \\\\\‘__’//
Museunm Fire School
Doorkeeper Guard Patrol Patrol

Private
Watchman

Police
Steno-
grapher

Night
Watchman

e

Department
Store
Guard




HANDOUT 5

4- Farming, Fishing,
SERVICE AREA - Agriculture JO8 CLUSTER AREA - Forestry and Related Occ.

A Job Cluster

Below is shown a cluster of jobs for which an inexperienced worker may
begin his training or work experience. The lower-skilled jobs are found
at the base of the chart. An individual may enter training at any readi-
ness cr ability level and exit at any desired competency level.

Owner
of a
Farm

Assistant

Manager

Soil
Scientist

Soil
Conserva-

Qit

Range
Manager

Horticul-
turist

.,

AN
Anigal \\
Yusbandman

Dairy
Husbandman

Agronomist

Grounds
Keeper

Mainten-

\?nce Man
\

Assistant
Mairtenance

Tilling~-
Chere Lawn Fot Machiane
Boy Keeper Plant Bedder Operator
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HANDOUT 6

SERVICE AREA - Paper Processing JOB CLUSTER ARFA - 5-Processing

A Job Cluster

Below is shown a cluster of jobs for which an inexperienced worker may
begin his training or work experience. The lower-skilled jobs are found
at the base of the chart. An individual may enter ‘raining at any readi-
ness or ability level and exit at any desired competency level.

Supervisor
of
Paper Plan

Assistant

Manager Manager

Mechanical
Engineer Chemist

Cremical
Engineer

Stenograph- Corrugator
er . Operitor

N

Operator
of
Pulp Cook-
er

Packaging
Engineer

|

Operator
of
Wood Chop-
er

Conveyor Maintenance

\ Man

Paper
Counter

Operator

Saw Milil
Worker

Timber Log
Cutter Hauler

Rarker i
Cperator

i

Truck
Driver //

4

e
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HANDOUT 7

SERVICE AREA - Repair Verk JOB CLUSTER ARFA - 6 - Machine Trades

A Job Cluster

Below is shown a cluster of jobs for which an inexperienced worker may
begin his training or work experience. The lower-skilled jobs are found
at the base of the chart. An individual may enter training at any readi-
ress or ahility level and exit at any desired competency level.

Automobile
Mechanic

Engine-head
Repairman

Nifferential
Repairman

Clutch
Rebujlder

Test
Driver

Mechanic
Trouble~
Shooter

Alinement
Man

Tractor-
Mechanic
Telper

Urecking
Mechanic

Mechanic
Helper

Radio
Repairman

Air Repairmen
Condition-
ing Man

Lutc.obile
Assembly

Line

Body
Lepairman

Fork-1lift
Driver

Tire
Repairman

Motorecycle
Mechanic

Bicvcle
Repair
Helper

avnmower
Repairman

Newspaper
Lelivery
Poy(bicycle
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FANDOUT 8

SERVICE AREA - Factory JOB CLUSTER AREA - 7 - Bench Vork

A Job Cluster

Below is shown a cluster of jobs for which an inexperienced worker may
begin his training or work experience. The lower-skilled jobs are found
at the base of the chart. An individual may enter training at any readi-
ness or ability level and exit at any desired competency level.

Supervisor
of Shoe
Manufactur-
ing

Shoe
Designer Manager
Shoe Floor Shoe \
Layout Lady Clerk !
Man
Shoe Shoe Shoe
Inker Dyer Cutter
Pattern Parts
Cutter Checker

Inspector

Shoe
Cobbler

Blemish
Renover

Sewing 4 \

Boot Shoe Shoe Machine Stitcher ! Leather \

Black Repairman Packer Operator // Vorker ///
- e
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HANDOUT ©

SERVICE AREA - Engineering JOB CLUSTER AREA - 8 - Structural Work

A Jcb Cluster

Below is shown a cluster cf jobs for which an inexperienced worker may
begin his training or work experience. The lower-skilled jobs are found
at the base of the chart. An individual may enter training at any readi-
ness or ability level and exit at any desired competency level.

Supervisor
of
Engineers

Assistant
Manager of
Engineers

Manager
of
Engineers

Areo-
Nautical
Engineer

Electronic
Fngineer

Electrical
Engineer

Civil
Ingineer

Mechanical
Engineer

Fngineering
Technic’an

Flight
Engineer

Maintenance
Man

Diesel
Mechanic

Instrument
Repair Man

Machine Bicycle Owner
Shep Repairman of
Model Shop

Auto
fechanic

Garage
Manager




HANDOUT 1C

SERVICE AREA - Transportation JOB CLUSTER AREA - S - Miscellareous

A Job Cluster .

Below is shown a cluster of jobs for which an inexperienced werker cayv
begin his training or work experience. The lower-skilled jobs are fournd
at the base of the chart. An individual may enter training at anyv readi-
ness or ability level and exit at a desired competency level.

Tractor-

Trailer
Truck
Driver

Truck
Driver |
(Feavy)

Armored- Fire- Bus
Car Truck { Driver /
Driver Driver
— jp—
~ ™~

Safety Mail- \\
Engineer Truck Driver
Driver (Logging)

/'

Fork- Lift Taxi-Cab / Milk Drive
Operator Driver ¢ (Dairy
* ‘. Products
\

AN

3 -\
\\
Delivery Go—Cart Motor Bike Motor \ [ Laborer
Boy Operator Operator Tune-up / (General)
% \

p- 993

(Bicycle) Man




HANDOUT 11

TEST

krite T before True statements; F before False statements.

1. All occupations are broken down

~
-

The first category rontains the

category contains the next best-

The job reguirements fcr people
each job.

Structural work occupations are
professional occupations.

into 9 categories.

test paying jobs, the second
paying jobs.

working in forestry vary with

in the same category as the

Miscellaneous occupations contain the left-over or odd jobs
which don't fit in any of the other categories.

List the nine occupational categories found in the Dictionary of
Qccupational Titles and give one example of a job found in each

Categery.

2.0.T. Cccupational Category

Example of Job

est Xey (See page 124)
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PRocassnue OCCUP&fiGNE

MacHive TrRaoes Occuparions

B: NCH Woni( OccupnnoNs

4 Srructu Work Occupation”
: Misce(/ OcevpaTioNs
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II.

III.

UNIT 14

EXTLORING THE D.O.T. CATEGORIES

ORJECTIVES

A. To introduce the students to the different occupational categories.

B. To guide the students in examining the jobts available in each
category, taking into consideration the future as well as the
present outlook for each job.

C. To stress the need for the student's consideration to include

his own needs, desires, and abilities,

INVESTIGATIVE ASPECTS - TESTS

Al

Bl

California Test of Mental Maturity

Kuder General Interest Survey, Forr E, Science Research Associates,
Set 81,65

OCCUPATIONAL CATEGCRIES

A

Professional, technical, and managerial occupations.

1. Aim - To provide the students with information concerning a
group of occupations with theoretical or practical aspects
which require substantial educational preparation,

~. Activities
a. Terms to be defined
(1) professional
(2) technical
(3) managerial
b. Examples of occupations and D.0O.T. rumbers

(1) accountant 160.188
(2) architect 001.0€1
(3) ©bank cashier 186.168
(4) clergvman 120,108
(5) engineer 008.081
(6} home economist 096,128
(7) medical technologist 078.168
(8) pharmacist 074,181
(9) high school teacher 091.228
(10) veterinarian 073,108

¢. Consider these and other positions in this classificatien
that are present locally.
d. Give information to the class on educational requirerents
for different jobs (Handout 1),
e. Students pick three occupations from this group.
(1) TFor each occupation the student should read all tte
available material.




—
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(2) 1Ttre student should rake a sumwary sheet (Fandout 2)
for each occupation chosen.

REFERENCES
Career Cprertunities. New York: llew York I.ife Insurance Company, 19€4.

Department of lluman Pesources Neveloprent. 'California Cccupational
Cuides,' Sacramente: State of Califorria, 1973,

topke, ""#lliam I'. (ed.). Frcyclepedia of Careers and Vocaticnal Guidance.

Rpvise¢ Fdition. 1I-17. Garden Clty Mew Vork: DouLleday and Com-
pany, 1072,

Lebmann, Phyllis J°. '"Teacher Traiming Takes the Road," Manpower, 3:2-6,
tay, 1971.

'C~cupational Priefs,”” Moravia, l'ew Yerk: Chronicle Guidance Publications,
Trc.

TFluntert, lcis. 'Vedical Record Technicians and Clerks," Occupational
Outlook Cuarterlwy, 1€:20-22 V'inter, 1972,

United States Departrent of lLabor. Dictionary of Occupational Titles.
Third Féation. 1-I7. FKansas City: LUrited States Government Print-
ing Office, 19€5.

United Statec Nepartment cf Labor. Occupational Qutlook Fandbook.
tansas Citv: Ccvernrent Printiung Gifice, 1972-73.

®, C(lerical arcd sales occupations

1. 2i= - To intrcduce the students to information that has to
{0 with preparing, trarscribing, transferring, systematizing,
ard preserving vritten communications and records; collecting
sccounts: distributing information; and influencing customers.

S, tetivities
a. Definition ¢l terrs
(1) <clerical
2) sales
. fxarples of clerical and sales positions ir our area and

their ILO,T, nurbers
{1, tookkeeper 210.388
{(Z) casbier 211.138
(3) receptionist 237.368
(4) tyvriet 203.138
(5) telepbone operator 235.862
() automotive parts counternan 289,358
(7) 1insurance agent 250.258
(&) real estate salesman 250.358
(¢) securities salesmar 251.258
Q (10) automotile salesman 280.358
<5
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c. Consider the importance of personal appearance for this
group of occupations.
(1) BHave a speaker on this topic.
(2) Use the studert's self-irmprovement chart (Handout 3).
d. Students pick three occupations from this group.
(1) The student should read all tte available material
on the three he has chosen.
(2) Ttor each occupatien chosen, the student should make
a summary sheet (Handout 2).

REFERENCES

Career Opportunities. New York: Yew York Life Insurance Company, 19€4.

Charnovitz, Diane. 'Displayving in Retail Trade," Occupationzl Cutlook
Quarterly, 16:18-23, Summer, 1972.

Department of Fuman Resources Developrent. 'California Occupational
Guides,'" Sacramento: State of California, 1973.

Gentz, Susan. 'Career Opportunities in Postal Service," Occupational
Qutlook Quarterly, 16:2-1C, Winter, 1972,

Hopke, Villiam F. (ed.). Fncyclopedia of Careers and Vocational Guid-
ance. Revised Edition. I-II. Garden Cityv, YNew York: Doubtleday
and Company, 1972.

Mavo, Lucy Graves. You Can Be An Executive Secretary. London: Collier-
Macmillan Limited, 1965.

Noyes, Nell PBraly. Your Future as a fecretarv. UlNew York: Arco Pub-
lishing Company, 1971,

"Occupational Rriefs.'" Moravia, Yew York: Chronicle Guidance Putl ations,
T
A-nc .

United States Department c¢f Labor. Dictionary of Occupational Titles.

Third Fdition. I-II. Kansas City: United States Government Print-
ing Office, 1965.

wWalsh, Lawrence A. 'The D.0.T. and the Business Educator,'” Eusiness
Education korld, Mav, 1966.

C. Service Occupations

1, Aim -~ To familiarize the class with occupations coucerned
with performing tasks in and around private households; serv-
ing individuals in institutions and other estabtlishrents; and
protecting the public against crime, fire, accidents, and
acts of war.

T )
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2, Activities
a., Have the students name at least twelve occupations in the
service group.
b. Examples of service occupations and D.0.T. numbers

(1) barber 330,371

(2) waitress and waiter 311.138 through .878
(3) F.B.I. special agent 375.168

(4) police officer 375.118

(5) firefighter 373.118

(6) hospital attendant 355,687

(7) guard or watchman 372.868

(8) building custodian 381,137

(9) cook and chef 313.131 through .887
(10) cosmetologist 332.271

Disnuss the importance of service occupations. Fach stu-
dent should select six to discuss at length in compositicn
form,

Use che film "Three for the Future." (no rental fee)
Students choose three occupations from this group to suit
individual interests.

(1) Read all available material on each occupation chosen.
(2) Make a summary sheet (Handout 2) for each occupation.

REFERENCES

Department of Human Resources Development. ''California Occupational
Guides,' Sacramento: State of California, 1973,

Hopke, William E. (ed.). Encyclopedia of Careers and Vocational Guidance.
Revised FEdition. I-II, Garden City, New York: Doubleday and Company,
1972.

King, Joyce., ''The Gatekeepers, Occupational Outlook Quarterly, 15:16-25,
Fall, 1971

"Occupational Briefs." Moravia, New York: Chronicle Guidance Publications,
Inc.

Three for the Future. New Pyde Park, New York: Modern Talking Picture
Service.

United States Department of Labor. Dictionary of Occupational Titles.
Third Edition. I-II. Kansas City: United States Government Printing
Office, 1965.

Occupational Outlook Pandbook. Kansas City: Government Print-
ing Office, 1972-73.

. "Upgrading Pospital Vorkers," Manpower, August, 1970,

D, Farming, Fishery, Forestry, and Related Occupations

1. Aim - To increase the student's.knowledge and understanding

Pl

vy’
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of occupations cencerned with plant and animal life and with
occupations supporting themn.

o
.

Activities
a. Discuss "Wiat Is Forestry?"
(1) Eecome familiar with forestry careers.
(2) Students write to one of the Iorestry schocls for
information.
(a) Four-vear schools
[1] Arkansas Agricultural and Mechanical College
Derartment of Fnrestrv, College Heights,
Arkansas 71633
[2] CSouthern Illinois University Lepartment of
Forestry, Carbondale, Illirois 62903
[3] University of Tennessee, Department of
Forestry, Knoxville, Tennessee 37901
[4] Oklahoma State University, Department of
Forestry, Stillwater, Qklahoma 74C75
[S] University ~f Missouri, School of Forestry
Colurbia, Missouri 65201
(b) Two-vear scheools offering terminal training for
forestry aids or technicians
[11 University of Kentucky, Forestry and Vood
Techricians School, Quicksand, Kentucky
413653
[2] Sierra College, Forestry Departrent, Rocklin,
California 95677
(¢) Farger Schoels
f1] University of Florida, State Forest Ranger
Scheol, Lake City, Florida 32055
[2] Yew York State University, Ccllege of
Forestry, State Ranger School, Wanakena,
Yew York 13695
{d) Correspendence course - National School of
Forestry and Censervation, Minong, Wisconsin
b. Have a discussicn of the types cf farms and the regions
where each is leocated with erphasis on job opportunities,
(1) dairyv farms
(2) 1livestoeck farrs ard ranches
(3) poultry farrs
(3) corn and vheat farcs
(5) cotton, teobhacco, and peanut farms
(6) crep specialty farms
(a) grapes (¢) melons
(¥) potatces (d) oranges
(7) private cutdoor recreation farms
(a) fee pond or lake fishing
(b) private campgrcunds
(¢) riding stables
(é) nature trails and scenic tours
(8) other specialties
(a) fur farrs (c) nurseries
(t) greenhouses (d) flower farms

.~
e by
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c. Optional - Use the film "The Farmer and I."

d. Have a speaker from tte Conservation Commission, prefer-
ably a game warden, speak on the topic "Careers in Fishery."

e. Have a question and answer session with the Conservation
Commission speaker,

f. FExamples of occupations in this group and their D.O.T.

numbers

(1) Forestry
(a) foresters 040,081
(b) forestry aid 441,384
(c) range manager 040,081
(d) forest fire fighter 441,887

(2) farming
(a) farm equipnent operator  409.&83

(b) tenant farmer 409.181
(¢) farm foreman 429.131
(d) farm hand 421,883
(3) fishery
(a) fisheries aid 436.181
(b) net fisherman 431,884
(¢c) 1line fisherman 432,884
(d) diving fisherman 439,884

g. Students pick three occupations from this group
(1) Fead available material on the three chosen.
(2) Make a summary sheet {(Fandout 2) for each.

REFERENCES

Guides,”" Sacramento: [tate of California, 1973.

The Farmer and I. Washington, D.C.: National Audio-Visual Center, 1963.

Hopke, 1'illiam E. (ed.). Ercyclopedia of Careers and Vocational Guidance.
Revised Fdition. I-II. Garden City, New York: Doubleday and Company,
1972,

"Occupational Briefs.'" Moravia, New York: Chronicle Guidance Pvblications,
Inc.

United States Department of Labor. Occupational Outlook Handbook. Kansas
City: Government Printing Office, 1972-73,

Dictionary of Occupational Titles. Third Edition. I-1I. Kansas
City: United States Government Printing Office, 1965.

E. Processing Occupations

1, Aim - To introduce the students to the occupational group that
refines, mixes, compounds, chemically treats, heat treats,
cr similarly works with materials and products.

\
|
\
|
Department cf Fuman Recuurces Development. ''California Occupational




Department of Human Resources Development. ‘Calilornia Cccupational
Guides," Sacramento: State of California, 1972,

"Occupational Briefs.” Moravia, New York: Chronicle Guidance ITubtlications,

United States Department of Labor. Df tiorary of Occupatioral Titles.
Third Edition. I-II. Kansas City: United States Government Frinting
Office, 1965.

United States Department of Labor. Occupational Cutlook Handbook. Kansas

Machine trades occupations
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Activities
a. Have a brief discussion of the following types of the
processing occupations:

(1) processor helper (feed and grain) 521.8R6
(2) photography processing 57€.887
(3) process foremen, plastic materials £59.130
(4) processing foreman (dairy products) 520.131
(5) mixer

(a) paint and varnish 550.782

(b) food preparaticns 520.885

(c) diamond powder T70.884

(d) hot metal 500.782

(e) concrete products 579.782

b. Have the students check in the 'Chronicle Occupational
Briefs" on the processing occupations. Read for self-
knowledge; no written work here.

(1) metal processing 500-509
(2) ore refining and foundry 510-519
(3) food and tobacco processing 520-529
(4) paper processing 530-539

(5) o0il, coal, and gas processing 540-549
(6) chemicals and related processing 55C-559
(7) miscellaneous processing S60-599

c. After the discussion in part a. and the research in part
b., let the students work ir groups of five and write a
short paper on "The Advantages and Disadvantages as Ve
See Them in the Processing Occupations.”

d. Each studer. should select three occupations from the
processing group and make a summary sheet (Fandout 2) for
each.

REFERENCES

Government Printing Office, 1972-73.

Aim - To help the student become familiar with a group of
occupations where the overall relationship of the worker to
the machine is of prime importance.

Pl -
s by
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2, Activities
a. Have a lecture by the instructor on "How Machines Fave
Helped Man." 1Include the names of early iaventors and
explain how their inventions have spurred the growth of
industry.
b. Briefly explain the Industrial Revolution.
c. Familiarize students with trades such as:

(1) machine tool operators 600.2581
(2) tool and die makers 601.280
(3) instrument makers 600.280
(4) set-up men 600.380
(5) machine tool operators 609.885
(6) glass lathe operators 674,782
(7) appliance servicemran 6..7.281
(8) auto mechanic 620.131

d. Take a field trip to a local factory to observe machine
operators at work.

e. Have each student use the field trip evaluation sheet
(Fandout 4).
f. Optional
(1) Use the film "Opportunities in the Machine Trades."
(2) TUse a speaker on the subject "Opportunities in the
Mactine Trades."
g. Students pick three occupations from this group.
(1) Fave the students read the available material on
each of the three.
(2) For each of the three the student should make a
summary sheet (Handout 2).

PEFERENCES

Department of Human Resources. '"California Occupational Guides,' Sacra-
cente: State of California, 1973.

"Occupational Eriefs.' Moravia, New York: Chronicle Guidance Publica-
tions, Inc.

Crportunities in the Machine Trades. Washingtor, D. C.: National
\udiovisual Center.

United States Department cf Labor. Occupational Outlook I'andbook. Kansas
City: Government Printing Office, 1972-73.

G. Bench Work Occupations

1. Aim - To provide information for the students on occupations
that use body rembers, hand tools, and bench machines to work
with small objects and materials.

2. Activities
&. Examples of occupations and D.0.T. numbers
(1) metal finisher 705.884

EMC ‘ i
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(2) cutter of fabrics 781 .884
(3) sewing machine operator 787.782
(4) electronic assembly inspector 722.281
(5) die maker 739.381
(6) sander 761.864
(7) battery recharger 727.781
(8) camera repairman 714.281
(9) brooch maker (jewelry) 700.281
(10) candy cutter (band) 79C.887

b. After this area of occupations has been discussed and
the students are familiar with which ones come in this
group, have each student write three letters requesting
free information about areas of training appealing to him.
(1) N.R.I. Training, Washington, D.C. 20016
{2) LaSalle Extension University, 417 S, Dearborn Street
Chicago, Illinois 60605

(3) Bell and Howell Sclools, 4141 Eelmont Avenue, Chicago,
Illinois 60641

(4) National Radio Institute, Appliance Pivision,
Washington, D.C. 20016

(5) Cleveland Institute of Electronics, Inc., 1776 East
17th Street, Cleveland, Ohio 44114

(6) CREI, 3939 Wisconsin Avenuve, Washington, D.C. 20016

(7) ©National Schools, 4000 South Figueroa Street, Los
Angeles, California 90037

c. Most of these schools cover these areas
(1) tv servicing
(2) communications
(3) electronics
(4) appliance servicing
(5) data processing
(6) automotive mechanics
(7) air cornditioning, refrigeration, and heating
(8) computer programming
(9) diesel mechanics

(10) home entertaimment electronics

d. Have a guest speaker talk to the clasgs about one of the
occupations in this group. The speaker's presentation
should stress the demand for skilled workers in his area
and rewards for work accomplished.

e. Each student should select three occupations from this
group for reading and summary sheets (Handout 2).

REFERENCES

Department of Human Resources Development. 'California Occupaticnal
Guides,” Sacramento; State of California, 1973.

Dillion, Hall. 'The Ancient and Fonorable Trade of Locksmithing,"
Occupational Outlook Quarterly, 16:2-5, Fall, 1972,

Hough, Stephen. 'Men Behind the Keyboard: Piano and Organ Servicemen,"
Occupational Outlook Quarterly, 16:22-27, Summer, 1972,

ERIC Ve
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"Occupational Briefs." Moravia, New York: Chronicle Guidance Publications,
Inc.,

United States Department of Labor. Occupational Outlook Handbook. FKansas
City: Government Printing Office, 1972-73.

H. Structural Vork Occupations

1. Aim - To familiarize the student with occupations concerned
with building, maintaining, and repairing working structures
or their parts using hand or portable tools.

2. Activities
a. Discuss which occupations are in this group. Fxamples are:

(1) sheet metal worker 804,281
(2) roofer 843.844
(3) plumber 862,381
(4) plasterer 842.381
(5) painter 840.131
(6) glazier 865.781
(7) floor covering installer 864,781
(8) construction electrician 821.381
(¢) cement mason 844 .884
(10) carpenter 860.281

b. Show the film "Build a Retter Life." Discuss the film
vhich concerns careers in construction.

c. Visit a local construction site, noting the different
occupations needed before the construction is vinished.

d. Use the field trip evaluation (Handout 4).

e. Read available material on three chosen occupations from
this group and make a surmary sheet (Handout 2) for each.

REFERENCES

Apprentice Committee. Your Future in Plumbing, Heating, and Ccoling.
Vashington, D. C.: XNational Association of Plumbing-Heating-Cooling
Contractors.

Depar:ment of Human Resources Development. "California Occupational
Guides," Sacramento: State of California, 1973,

vorton, Joseph L. (ed.). On the Job. Chicago: J. P. Ferguscn Publish~
ing, Company, 1970.

!

"Occupational Briefs," Moravia, Yew York: Chronicle Guidance Publications,

Inc.

[nited States Department of Labor. Dictionary of Occupational Titles.
Third Fdition. I-II, Kansas City: United States Government Printing
Office, 1965,

., Occupational Cutlook Fandbook. Kansas City: Government Printing
Office, 1972-73.
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I, Miscellaneous Occupations
1. Aim - To bring to the students' attention a group of miscel-
laneous occupations including the transportation services,
packing and warehousing, utilities, amusement services, min-
ing and logging, and others,

2. Activities
a. Have a brainstorming session. Choose a group of nine
students to brainstorm the topic, "Miscellaneous Occupa-
tions in our area available to high school graduates.'
b. Some examples of occupations in this group.

(1) truck driver . 903,883
(2) taxi driver ¥ 913.363
(3) switchboard operator . 052.782
(4) 1locomotive engineer 91¢.383
(5) railroad track worker 910.782
(6) bus driver 913.463
(7)  lumber handling equipment operator 922.883
(8) water treatment plant operator 954.782
(9) motion picture projectionist 9¢0.382
(10) gasoline service station attendant 915.8¢€7

€. Have each student choose a different occupation in this
group, read about it, and give a shor* talk to the class
on it.

d. FEave a worker from this group speak to the class about
his work,

e. FEach student should make a summary sheet (Fandout 2) for
each of three occupations he has chosen and investigated.

REFERENCES

Department of Human Resources Development. 'California Occupational Guides,"
Sacramento: State of California, 1973,

Hopk- , William E. (ed.). FEncyciopedia of Careers and Vocationzl Guidance.
Revised Edition. I-TII. Garden City, New York: Doutleday and Company,
1972.

"Occupational Briefs," Moravia, New York: Chronicle Guidance Publications,
Inc.

United States Department of Labor. Dictionary of Occupational Titles,

Third Edition. I-II. Kansas City: United States Government Printing
Office, 1965.

+ Occupational OQutlook Handbook. Kansas City: Government Printing
Office, 1972-73.

IV, EVALUATION

Pal -
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A,

Each child should choose three possible occupaticns fer himsell,

1. He should give careful censideration to his own atilities,
personal traits, anu interests,

2. Vorking conditions, job security, and outlook for the future
should also be considered in his choice.

3. He should write a short essay defending ris cheoices on these
bases.

Fave a representative from the Division of Emplovment fecurity
speak to the class on general requirements for erplcyment.
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FANDOUT 1

Jobs primarily dealing wi
School or less:

Animal Xeepers
Rallrcor Tance Teachers
Recokstore Clerk
Busteovs
Cashiers
Cleothing Store Salespeople
Credit Clerks
Credit Cellector
Jemenstrators
Departrment Store Salespeople
Deoormer
Diring Car Waiters
Srugstere Clerks
Tarmers
Fireren
Ficshermen
Grocery Checkers
Ycspital Attendants
iigh School PLUS Special Training:
Airline Reservationists
Airline Stewardesses
Airpeort Managers
Aresthetists
Apartment Ruildirg Managers
Attemebile Selesren
Tank Teller
Zarters
Seauticians
vilding Superintendents
terers
pariscn Sheppers
espencence Clerks
¢r<pectors
r"ers
l ssistants
1 H)g*erlsts
i
J
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"SRA Junior Occupational Briefs,"

ciztes, Inc., 1972)

th PEOPLE or ANIMALSl

Fotel Bellmen
Fouse-to-House Salespeople
Janitors

Local Bus Drivers

Market Research Interviewers
Models

Music Store Clerks
Newsstand Vendors

Cffice Boys and Messengers
Receptionists

Routemen

Service Station Workers
Shoe Salesmen

fightseeing Guides

Taxi Drivers

Telephone Operators
Typists and Stenographers
Walters and Waitresses

Fmplovment Agency Interviewers
I[xecutive Housekeepers

Farm Equipment Dealers

Foreign Service Clerical Workers
Funeral Directors

Fur Farrers

Cift Shop Owners and Managers
Lotel Managers

Hotel and Motel Room Clerks
Insurance Adjusters

Insurance Agents

Legal Secretaries

Licensed Practical Nurses
Long-Distance Rus Drivers
Manufacturers' Repre:. -tatives
Medical Assistants

Office Managers

Policenen

Policewomen

Poultrymen

(Chicago: Science Research Asso-
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HANDOUT 1:

Professional Baseball Players
Public #lees :h Nurse

Purchasing Agents

Radio and Television Announcers
Radio-TV Time Salesmen

Railroad Passenger Conductors
Ranchers

Real Estate Agents

Registered Professional Nurses
Restaurant Managers

People and Animals (continued)

Salesmen

Secretaries

Service Representatives for
Telephone Companies

Store Buyers

Store Managers

Telephone Installers

Theater Managers

Travel Agents

College Graduation or Graduate School:

AJ;ertising Account Executives

Art Teachers

Athietic Coaches

Pank Officers

Children's Librarians

City Managers

Clinical Psychologists

County Extension Agents

Dentists

Dieticians

Foreign Service Officers

Fund Raisers

Guidance Counselors

Home Ecoiomists

Hospital Administrators

Industrial Eygienists

Industrial Relations Workers

Kindergarten and Nursery School
Teachers

Librarians

Medical Cocial Workers

Occupatioral Therapists

Optometrists

Personnel Vorkers

Pharmacists

Physical Education Teachers

Physical Therapists

Physicians

Podiatrists

Probation Officers

Professional Football Players

Psychiatric Social Workers

Psychiatrists

Public Fealth Sanitarians

Public Relations Workers

Recreation Workers

Safety Engineers

School Principals

Securities Salesmen

Social VWorkers

Speech and Hearing Clinlicians

Surgeons

Teachers

Teachers of Exceptional Children

Veterinarians

Vocational Rehabilitation
Counselors

Wildlife Managers

Jobs primarily dealing with IDEAS?

High School PLU. Special Training:

Actors and Actresses
Artists
Rank Leaders

Cartoonists
Commerical Artists
Commerical Photographers

AR
£ 4 -
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HANDOUT 1: 1Ideas (continued)

Composers and Arrangers Literary Agents

Dance Teachers Make-up Artists

Dancers Milliners

Display Workers Mews Cameramen

Dressmakers vews Photographers

Fashion Designers Opera and Concert Singers

Film Editors Orchestra Conductors

Free~Lance Writers Portrait Photographers

Fu-niture Designers Singers in Popular Music

Instrumental Music Teachers Singing Teachers

Instrumentalists in Classical Special Effects Technicians
Music Stage Designers

Instrumentalists in Poplar Music Tailors
Interior Designers

College Graduation or Graduate School:

Actuaries Lawyers

Advertising Copywriters Magazine Editors
Anthropologists Mathematicia.is
Architects Medical Illustrators
Astronomers Medical Researchers
Biochenrists Meteorologists
Biological Scientists Microbiologists

Book Editors Museum Curators
Chemists Music Librarians
City Planners Newspaper Editors
College Admissions Directors Newspaper Reportecs
College Teachers Oceanographers
Criminologists Physicists
Economists Political Scientists
Editorial Assistants Sociologists
Experimental Psychologists Scil Conservationists
FBI Agents Special Librarians
Foreign Correspondents Statisticians
Geographers Technical Writers
Historians Theatrical Directors
Industrial Designers Traffic Engineers
Landscape Architects Translators and Interpreters

Jobs primarily dealing with THINGS3

High School or Less:

Airplane Ground Servicemen Automatic Vending Routemen
Apprentices Automobile Body Repairmen
Assemblers in the Electronics Automobile Manufacturing Workers
Industry
31bid,
AN e B ]




HANDOUT 1: Things (comtinued)

Automotive JMechan’ .
Automotive Parts valesmen
Bank Clerks

Bookkeepers

Bookkeeping Machine Operators
Bottling Plant Workers
Building Service Workers
Candymakers

Construction Laborers

Dairy Industry Production Workers
Data Processing Machine Operators
Drug Manufacturing Workers
Dry~Cleaning Workers

Factory Assemblers

Factory Inspectors

File Clerks

Frozen Food Processors
Gardeners and Grounds Keepers
Guards and Watchmen

Hotel Maids

Household Workers

Insurance Clerks

Keypunch Operators

Laundry Workers

Letter Carriers

High School PLUS Special Training:

Air Conditioning Technicians
Alr Traffic Controllers
Airline Dispatchers

Airline Pilots

Airplane Mechanics

Asbestos and Insulation Workers
Atomic Energy Technicians
Bakers

Blacksmiths

Boilermakers

Bookbinders

Bricklayers

Broadcast Technicians
Building Contractors
Butchers

Cabinetmakers

Carpenters

Cartographers

Cement Masons

Chemical Technicians

Long-Distance Truck Drivers
Longshoremen
Lumberjacks

Machine Tool Operators
Mailing Service Workers
Marina Attendants
Merchant Seamen

Meter Readers

Miners

Packers and Wrappers
Papermaking Production Workers
Parking Attendants

Pest Control Operators
Postal Clerks

Power Plant Workers
Power Truck Drivers
Production Painters
Sawmill Workers

Sewing Machine Operators
Shipping Clerks
Short-Order Cooks

Stock Clerks
Upholsterers

Welders

Compositors

Construction Machinery Operators
Cooks and Chefs

Crane Operators

Data-Processing Machine Servicemen
Dental Technicians

Diesel Mechanics

Divers

Draftsmen

Electricians

Electronics Technicians
Electroplaters

Elevator Constructors
Engineering Technicians

Flight Engineers

Florists

Forestry Technicians

Foundry Workers

Furriers

Garment Cutters

VR A B
. &0



HANDOUT 1: Things (continued)

Glass Blowers

Glaziers

Helicopter Pilots

Home Appliance Servicemen

Industrial Machinery Repairmen

Industrial Technicians

Industrial Makers

Instrument Repairmen

Jewelers

Lathers

Linemen

Locomotive Engineers

Machinists

MediZal Record Librarians

Medical Technologists

Merchant Marine Officers

Millwrights

Molders

Motion Picture Projectionists

Musical Instrument Repairmen

Nurserymen

Office Machine Operators

Office Machine Servicemen

Offset Lithographers

Optical Mechanics

Opt?-:ians

Painters and Paperhangers

Part Programmers

Patternmakers

Photoengravers

Photographic Equipment
Manufacturing Workers

College Graduation or (.aduate School:

Collegc
Accountants
Aerospace Engineers
Agricultural Engineers
Air-Conditioning and

Refrigeration Engineers

veramic Engineers
Chemical Engineers
Civil Engineers
Electrical Engineers
Fire Piotection Engineers
Food Technologists
Foresters
Electronics Engineers

152

Photographic Laboratory Technicians

Physics Technician

Piano Tuners

Pipefitters

Plasterers

Plumbers

Printing Pressmen

Produce Clerks

Programmers

Proofreaders

Radio and Television Servicemen

Railroad Freight Conductors

Real Estate Appraisers

Refrigeration and Air-
Conditioning Servicemen

Roofers

Rubber Products Workers

Sheet Metal Workers

Ship Pilots

Shoe Repairmen

Shorthand Reporters

Stationary Enginects

Structural-Iron Workers

Switchboard Operators

Telegraph Operators

Textile Finishers and Dyers

Tool and Die Makers

Traffic Managers

Tree Experts

Vegetable and Fruit Farmers

Watch Repairmen

X-Ray Technicians

Geologists
Horticulturists
Industrial Engineets
Mechanical Engineers
Metallurgical Engineers
Mining Engineers
Nuclear Engineers
Petroleum Engineers
Sanitary Engineers
Ship Desiguners
Surveyors

Systems Analysts




HANDOUT 2
STUDENT'S SUMMARY SHEET

1. Occupation D.0.T. Code

2. Nature of work - duties and responsibilities
a.
b.
c.
d.
e.

3. Tducation and training needed
a.
b.
c.

4., Personal requirements
a. aptitude -~
b. interests --
c. temperament -~

5. Vorking conditions
a,
b.
C.
d.

6. Tools and Equipment needed
7. Methods of entrance

€. TFconomic return and benefits
a.
b.

9. Outlook for the future

10. Advantage f this occupation

a.

b.

c. |
d. |

11. Disadvantages of this occupation
a.
b.
c.

d.

ERIC : e
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SFLF-INFROVEMENT C¥/RT

Check onlv the ones applicable to vou:

1.

o

2

12.

My hair is
1 keep
I wash
1 keep

My eves are

clear and stiring all the tire.
it neat and cut regularly,

it at least once a week.
ov comb arnd trush clear.

clear ard clear.
nv face at least twice a

clesr and Pright,

dav.

I get plenty of sleep and frest air.

My teeth ar

e streng ard vhite,

I brush ther after T eat.

[N

My oweight
T get
1 eat

My hands, ¢

I am alwavs
1 take
I use a

r—
>
[
g
11
1
[
3
~

VA4

W n

s right for re,
zercise every dav,
nroper diet,

eet ard nails zre clearn,

‘resh
a batr every dav,
Jeodorart.
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HANDOUT 4

STUDENT'S FIELD TRIP EVALUATION4

Student's name

Name of company or place visited

Type of business or service performed or product manufactured

1. Were the skills and the jobs you saw too complicated to understand?
Yes No

2, I had (no, little, great) difficulty understanding our guide. Explain:

3. Fow did your peer group perform? OK Proud to be a member
Embarrassed to be with them. Explain:

&, Vvhat did you do ahead of time to prepare for this field trip?

5. What did you learn on this trip”

6. Vould you recommend that this field trip be taken by another group?
Yes _ No Why?

7. Did the guide emphacize the jobs perfcrmed or did he emphasize more
the product made?

8, 1If vou have any other comments you feel would help improve future
field trips, please state here:

4A Handbook for Broadening Elementary Vocational Concepts. (Lee's
Summf?, Missouri: Reorganized School District #7, 1972).
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UNIT 15

MAKING A TENTATIVE CBOICE AFTER

SEVERAL ALTERNATIVFS

I. OBJECTIVES

A. To help the student see the importance for gereral and vocaticnal
education.

B, To help the students see cr better understand the need of con-
tituing their education.

C. Students should be able to see thke relationship between education
and their future occupations and life,

D. To realize thkat sericus, but not final, censideration should be
given to selecting the most favoratle occupations available to

the student.,

. To consid~r the present achievement of the studert znd how it
will help Fim to select the right iob.

A, L

[4al
7

SSOXN 1

1, Define "alternative,”

to

Define 'career.”

3. Eave the students name several careets in which they tnink
they might be interested.

4, Discuss the severzl alternatives the stucerts have coensicdered:
their interest, aptitude, the salaries, lccaticn cf thre occu-
petion, fringe terefits, future cutleok, iritial capital required
and any cother guesticns that might arise frem a class discuseing
careers Cr occupéations.

E. LESSOX 2

1. Discuss the importance of studvirg cor selectirg several
»lternatives before making a tentative cheice while vou are
still in schonl. Tell the class they den't have tc ceome up
with a firal decision but they should start plarning fer
their career as soon as possitle,

to

write a paragraph telling vhy it is irpertant to stert plan-
ing a career so early in life,

ERIC 2oy

0
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L.

"

-

LESSON 3

Fave the students reac their paragraphs they wrote earlier
and have a discussicn following the reading. This may give
tiwe otter members of the clasc an interest in planning for
a career.

LESSON 4

1.

(=

1o

)

[y

RN

lse Yandout 1 vhich may te helpful in deciding vhich work
area - cr areas hold the rost irterest at the present time.
Ttis will give *he teacher an icdea irn which troad classifica-
tion the students' interests rayv fall.

The student chould check the ones they think would be most
interesting. Trey should number thber in order of their pre-
ference. This chart is only a sanmple. The teacher may want
to zdé ccveral morec categeries to this chart.

Discus> with the students the question 'Tow Can I Be Sure

ihat Career to Prepare Tor?” Tell therm that fortunately they
dec no*t have to rrhe 2 choice nov because they have several
ears abead in wvhich they car studv job possibilities.

List on the toard steps to follov in studving the varicus

occupations.

a. Study various occupatiors and get some ideas of the kirnd
cf vork they irvolve.

t. Corsider tte perscnal cualities that each occupatior re-
quires, suct as intelligerce, patience, or mechanical
ability,

c, Enarine vour ovr interests ard abilities and see how well
thev ratcer the requirerents of the jobs which interest vou.

Discuss each step vitt the class.

reser ¢

tave a f1lr on rakipg irportant decisicns on careers,

Piscuss the {ilr,

ring to class pictures ard clippings from newspapers anc
racarires te build a bulletir board on the mapv careers in
tte world tedav.

Fave eact student choosc one of these carvers and tell tix
possibilities of choosirg it as a carcer ir lifeq
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Use 2n aptitude test to give the teaclier reore inferrmatior
needed te accuratel, appraise the student's secconcary sciecl
needs. These needs will help in selecting a tentative career.
These tests indicate the student's intellectual abtilities,
talents and skills for which te tas an aptitude. Dc not
overlook these as a part of the preparaticr for findirg the
right job,

Discuss with each student where te ranked con the aptitude test.
ON ¢

Discuss the tentative career choice studerts have cheosern.

Be sure thev understand that theyv shculd bave tte right
courses cpen to them in the next vear of scheeol., Thev should
understand that abilities are what thev car de. Interest is
what they 1lilie to do; and even though trev like teo do scme-
thing, it dcesn't rean thev have the ability te do that. Thev
rust take the inside infermation thev have (facts atecut abili-
ties, interest ard values) and the cutside irferratior trev
have (facts atcut scheoel courses trey plan te take.)

Fave students 1li
choosing a tenta
schedule, advancerent, a
envirenrent and cother Zac
tive career.

Discuss sore of these factors after t . stulents have
ed their lists,

- vt
- .
t oo,

/A

File "Eow To Get and Yeer My Fir

Discuss tte f1lr with the class.

LESoy 31

sible careers.

[¢7]
48]

tave a panel to discuss pe

value, ard that practically every
or talent,

Piscuss with the class steps to tar. in celect
career. The student needs to tvake ¢ carefuvl anal:
interests, abilities, and aptitudes. This rav rean the Jif-
ference between landing a career that is torlered te syt bis
owr: persorality ard arbiticns, instead otf one that i< ~ist
another j1ob. ’

’

rr




Discuss with the students the steps toward a successful
career ¢r how to find the work area or field in which he

is most interested, and for which he has ability, talent and
personality.

L. LESSON 12

1. Discuss tentative choice of careers.

a. The way in which a person uses his freedom of choice de-
pends upon his personal values -- the things he believes
to be most important in life. For example: The young
person whose main purpose in life is to follow a career
in which he can help others may become a teacher, a
minist>r, or perhaps a social worker. Citizens of the
United States have freedom of choice. Choose the career
that seems best. When a choice has been made, plans
should be made in preparation for that career.

M. LFSSON 13

1. Do a Notebook
a. fince you have chosen a tentative career, collect news-
paper articles and pictures from magazines which pertain
to ycu. choice. Keep test results, interest checking
charts, and any other materials that will be helpful to
yOou as you pursue your career. You will want to refer
to this as you go through school.

Y. LESSON 14

1. Since the student has chosen a tentative career, ask each
student to discuss his choice of careers with his guidance
counselor and parents.

t2

Ask the student to report to the class his final decisions

and why. Good decision-making requi- = that he look at
interests, abilities, and values. Plcce the folder in his
notebook.

IIT. EVALUATION - Test (Handout 2)

PEFERENCES -

Cetting and Keeping Your First Job. Pleasantville: Guidance Associates,
1970.

Hartley, Villiar H. and Villiam S. Vinceut. American Civiss. Chicago;
Farcourt, Brace and World Inc. P=bl . shers, 1967.

Public Re étions Staff. Can I Get The Job? Detroit: General Motors,
1972,
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HANDOUT 1

Handyman in a
"Fix-It Shop"

Bank Teller

Group A Lroup B Srourn J
Auto Mechanic Bookkeeper Latoratom

Shop Apprentice ) Time Keeper JrafTsTan
Group D Group E JTo.T T
Automobile Stenograprer Mosszizan
Salesman

fales Clerk File (Clerx JoTmeTrisl
Household Comptometer Jlav oot
Appliance Operatoer wWolsz o Wrlslact
Demonstrator
)
Q
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HANDOUT 2

TEST

. hwrite T before True statements; F before False statements.

1. It is vou yourself who will determine how successful you will
bte in learrning to get along in the world around You.

2. It is important tc find a field of work that interests you.

2. It is not necessary to study various careers and occupations.
You can just guess at a career and make a good choice.

-, Abilities are what we can do =nd interests are what we like
te do.

tn

Values are and siculd be closely related to goals.
€. Selecting the right job is an easy task.

FTacts becore information when they hcve some meaning to you.

r

. Cne way to learn rore about jobs is actually to go out and
get cne.

N4

It is a ,cod ides to start planning for your career while
vou are still in school.

_4

1. Abilities are what we can do.

Tizce the letter of the correct response in the space before each

~. 4 stage in the decision- a. interest
caxing process.

2. One's life's work. b. abilities

3. Things we like to do. c. alternative

- The worth and usefulness of d. careers
T & thing.

s, Things we carn do. e. values

Sigcuss cme of the following topice on the back of this test:

- b

N
)

iscuss the necessity of studying or selecting several
zlternatives while you are still in school

2. Tiscuss the importance of choosing a career.

)

ERIC S e
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D.

Test Kex

True-False

1. True 6. False
2, True 7. True
3. False 3. True
4, True 9. True
5. True 10. True
Matching

1. ¢

2. d

3. a

4, e

5. b




UNIT 16

JOB APPLICATION FORMS

I. OBJECTIVES

A, To make the studerts aware of the ways jobs are advertised.

I. To have the students learr the teciniques of finding a job.

C. Tc consider the different wavs of applving for a job.

D. To discuss the correct writing of resumes.

E. To discuss fillirg out job applications.
¥. To rake the students avare of the qualities in which an emwployer
is interested.
II. LESSQON PLANS
A, LESSON 1 - Unit 5 ir American Civics

1. Talk about the challenge of a career.

cuss the various jobs and careers rentioned in the text-
~ook. Let each student discuss the kind of job in which he
she right be interested.

(Y]

Zave a discussic~ on the types of jobs available and the types
of werkers in highest demand here and in the surrounding areas,
-8 well as in bigger cities

- Discuss tre hinds of workers suct as skilled, semi-skilled,
self-ecploved, service, and clerical workers.

5 issig.. research on a specific job in which each student is
imterested. Ihis should be kept in a notebook and should
cortiin the following information:

z. thre type of work

b, location of jobs

J. educaticn required

&, availatility of jobs ..d demand for workers in this field
e. pay

. hours of work

¢, whetter this job would require any certain skills or

special traits such as physical strength or having to
stand all day or possibly even breathing dust or fumes.
(Exarple: Someone who has asthma may not be able to work
where there is a high concentration’ “of dust as would be
fourd in a furniture factory. Someone 70 has rheumatism

O

. P
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or artbritis might not be able to stand all day.)
LESSON 2 - Class Tiscussion

1. 1Let each student discuss wkat he found out about jobs and
qualifications.

2. List on the toard different jobs mentioned and talk akout
where one would live to do these jobs. Talk also about
qualifications and availability of jobs.

3. Talk about the importance of knowing now what you want to do
later so veu can orient vour classes around this. For example,
if vou're interested in being an electrician or plumber you
will need reore math. If you are interested in working in a
lab vou need teo take a lct of science.

<. Shoew and discuss the film strip "Getting and Keeping Your
Tirst Job."

LESSON 3 - What the Implover Wants to Know About You

1. Assign Fart - of Chepter 17 in Arerican Civics. The section
is entitled 'Learning More About Yourself.'

-. Discuss the qualificatiocns auy emplover weuld loock for in a
rerscen. Scme of these qualities would be honesty, dependa-
bility, prorptness, neatness, and ability to get along with
otiers.

)

« Talk about things the emplover will ,"int to know such as
one's school records as well as schocl activities, one's social
security nurter, past emplovers, rezsons for leaving past
enployrent, and refcrences which are reliable.

4. Pass our samples cf job application letters and forrs (Fand-
ocuts 1, 2, 3) sco the students can actually see what they are
like. ©Let the students fill out a blank and write a letter
of application. Discuss why each question or section is
irportant te the erplover.,

LESSON & - Vhere to Look For and Find a Job

1. Assign Fart 3 of Chapter 17 in American Civics on "Finding
and Keeping a Job."

7. Pass out parphlet "Looking for a Jeb" «thich ic printed by
the Division cf Emplovment Securitw,

3. Discuss places vou can lcok to find jobs. Include in vour
discussion want-ads, employnent agencies, Division of Fmploy-
rent Securitv, erplovees vou might know perscnally, notices
ir the post office of government jobs availabtle as well as
careers in the military.
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G.

Lave students bring to class want-ads from newspapers and
mnagazines. Pave the students also bring advertisements from
the local post office about government jobs and military
careers.

LESSON 5 - Discuss Wart-ads

1.

Discuss the different types of ads. List on the board jobs
available. Talk also about the abbreviations used in want-ads.

Talk about what the employer wants as well as what he has to
offer.

Piscuss the charge some employment offices have as compared
to agencies which do not charge for their services.

tave each student write his own acd about a job he wants as
well as the qualifications he has, This would go in his note-
book.

LESSON 6 - Answering a Want-ad

1,

2.

Liscuss he ad each person has written.

Talk about publishing these ads. Ask where they would want
them printed and using a scale from a newspaper help them
figure out how much it would cost.

Discuss answering an ad. On an overhead projector or on
rineographed sheets show a sample of a resumd. Talk about
the correct form to use, neatness, and the personal qualifi-
cations that should be mentioned. The fact should also be
mentioned that the resumé should be brief and to the point.

Also ciscuss a letter of application telling what should be
included.

Assign each student to write an answer to a want-ad includingr
a personal-data sheet. Stress the fact that these should be
neat, accurate, and brief. (Handouts 4 and 5)

LESSON 7 - Speaker

1.

Ask a local employer to come and speak to the class about
local *3b opportunities. Have him discuss with them t}e wav
he wo.ld select someone for the job.

Discuss applying for the job, filling out an application,
things you will need with you if you are called to fill out
an application (Social Security number and proof of age.)

Fnocourage questions from the class about perscnal qualities

for which the employer will be looking.

]
L3

..,£
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Hartley, Williamr K. and Villiam S. Vincent. American Civics. Chicago:
Earcourt, Drace and World Inc. Publishers, 1967.

How To Prepare Yourself T>r Job Interviews. Poplar Eluff: Missouri
Department of Employment Qecurlty, 1971.

How To Sell Ycurself To An Employer. Poplar Bluff: Missouri Department
cof Employment Security, 1971,

Looking for A Job. Poplar Eluff : Missouri Division of Employment Security.

Making It In The World of VFork. Blecomington, Illinois: McKnight Publish-
ing Company.

Public Felations Staff. Can I Get the Job? Detroit: General Motors, 1972.

Resume Service. Pesumes That Get Jobs. XYew York: Arco Publishing Company,
1967,

Tnited States Department of Labor. Careers For Women. Washington:
United States Government Printing Office, 1973.

Careers For vwomen in the 70's. Washington: United States
Government Printing Office, 1973.

I Jobs For Vhich A Bigh Schtool Lducation Is Preferred, But Not
Essential. lachington: United States Government Printing Office.

United States Government Publications on Military Careers.

Youth Employment in Misscuri. Poplar Bluff: Missouri Departmwent of
Emplovment Security.
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HANDOUT 1
SAMPLE
APPLICATION FOR EMPLOYMENT
(Please Print) Date:
Miss
NAME : Mrs. Soc.Sec.No.
Mr.
ADDRESS:
(Street)
(City) (State) (Zip Ccle)
Age Date of Birth Height Weight
(mrnth) (day) (vear)
EDUCATION: Name of School Location Dates Attended

(From-To)
1. Elementary

2. High School

3. Last grade completed . Date this grade completed

JOBS: Who You korked For Where You Worked Iype of When You
WOTK Worked

1.

2.

3.

HOBBIES: EXTRA CURRICULAR ACTIVITIES:

(Clubs, Basketball, Class Pres., etc.)

REFERENCES: (Someone not related to vou who knows vou well ercugh to know
your qualifications)

Name of Reference Address Where Reference Can Re Reached







HANDOUT 2

A Cample Letter of Application is Shown Relow

302 Plum Street
Doniphan, Missouri 63935
January 15, 1974

Mr. Harrison Vells, Personncl Director
Vitrorics, Incorporated

Highway 160

Doniphan, Missouri 63935

Dear Mr. Vells:

Mrs. Fthele F. PFanners, Counselor at the Currernt Rive
Vocational School, has suggested that I contact you a
clerical job with your company. Please consider me a
applicant for this type of job.

n ro
(o]
¢

On June 1, 1974, I will complete the vocational cffice
training course at the Current River Area Vocaticrnal
Courses I have taken include typewriting, shorthard, Z:
and brsiness arithmetic. My rate of typing is 62 wcrés
winute. I take shorthand at 110 words per winute.

A personal data sheet is enclosed. I will be happy tc
come for an interview at your ccnvenience. My heme
telephone number is 996-3356.

Very truly ycurs,

(Miss) Mary Jones

ERIC

s L
\
[ 3
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FANDOUT 3

FACTS THAT SHOULD BE INCLUDED
IN YOUR LETTER OF APPLICATION

4
[2a]
(2l

should be typed or written in ink.
<. It should be written on standard-size white paper.
3. It should be writter to a specific individual if possible.

should state spccifically the job for which you are
iy

plvicg.
5. Itz sheuld be brief, clear, and business-like.
€. It shoulé include your qualificationms.

|
=

€ re
“
£l

]

[#]

¢ be checked by soceone else for mistakes before
it

‘e
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A Sample Personal Data Sheet Is Shown Below
PERSONAL DATA SHEET
Personal
Name-~Mary Jones
Address--302 Plum Street, Doniphan, Missouri  6393°
Telephone--996-3356
Date of Birth--March 2, 1955
Height--5 f:et, 6 inches
Weight--12C pounds
Health--Excellent
Skills
Typing--62 words per minute
Shorthand--110 words per minute
Filing
Education
1974--Will receive certificate in vocational office training
from the Current River Area Vocational School
1974--Will graduate from Doniphan Senior High School
Experience

June 1-September 1, 1973 - part-time typist at the County Court
House, Office of the County Clerk

June 1-September 1, 1972 - part-time waitress at Finch's Drug
Store

Interests and Hobbjes

Swimming, Sewing

Rzferences

Mr. Kenneth Agin, Director, Current River Area Vocational School,
303 Spring Street, Don._ han, Missouri 63935

Mrs. Ethele F. Hanners, Counselor, Current River Area Veccational
School, 303 Spring Street, Doniphan, Missouri  63¢35

Miss Jane Johnson, Clerical Practice Instructor, Current River Airea
aI01S

Vocational School, 303 Spring Street, Doniphan, Missouri  52%7C

Mr. Rufe Dalton, County Clerk, Ripley County Court House, Doniphan,
Missouri 63935
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HANDOUT 5

FACTS THAT SHOULD BE INCLUDED IN YOUR

PERSONAL INFORMATION DATA SHEET

Name

Address

Telephone Number

Age

Height

weight

Grade Schoel You Attended

Last Grade Ccmpleted

wner You Completed This Grade

Jobs You Have Done (Any jobs - babysitting, home chores,

ete.)

Tell who vou worked lor, where, the type of

wcrk.and when vou did this work

Your hobbies

References
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I.

II.

HANDOUT 6
TEST
Place T before True statements and F before False statements.
1. Personal values are important in considering a job.
2. An employer would be iuore interested in someone who had not

finished school because these people are usually interested
in working harder.

3. Skilled workers need to be especially dexterous.
4, Unskilled workers are usually required to do heavy work.
5. The need for service workers declines as America grows.

Discussion Questions. Write a short statement or phrase to answer
the following questions.

1. Three things to consider when choosing a career.

2. Fow can a person prepare for a career?

3. Vhat questions should you ask yourself when considering a job?

4. Five things an employer wants to know about you.

5. Where can yocu look to find job openings?

€. Vhat is the difference bctween a state employment agency and a
private employment agency?
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What are the most importani iters to remember in writing a
perscnal—data sheet?

.,.
3!
by
1)

specific items would you need when going to apply for a job?

vhat qualities would keep you from getting a job?

vwrat qualities would nelp you get the job?

ow is & sarple want-ad. Using this and remembering wvhat you have
-

2, write a letter of applicaticn and a personrl-data sheet add-

arned
g any items vou might find necessary. (Boys do A. Girls do B.)

Javid Tavlor

Age 24, Married with 2 children, Eigh Scheoel Graduate. UHas
worxed as a rcechanic for 5 years in a small towvn service station.
Prevers to live in a small town. Is willing to relocate.

are Szith
:ge 21. Married witbh no children. Has finished 2 years of
e

4 TR

1=

secretarial school. PFas worked 2 vears as a private secretary.
Cut of work due to buriness closing. Is willing to relocate.

Nctetooks will te taken up and commrents rade inside each noteboolk

socav.

Test Xey (Page 1€7).




UNIT 17

THE INTERVIEW

I. OBJECTIVES
A. To make the students aware of ways they could get interviews.

B. To help each student know what to do and what not to do if he is
called for an interview.

C. To stress the importance of making a good impression on the
employer.

D. To stress the importance of doing your best on the first few days
of work.

E. To teach the importance of getting along with others on the job.

F. To help the student realize the importance of showing interest
in the company and the job.

II. LESSON PLANS
A. LESSON 1 - Finding and Keeping a Job.

1. Assign Part 3 of Chapter 17 in American Civics on "Finding
and Keeping Jobs."

2. Discuss looking for jobs and answering want-ads.

3. Discuss the importance of knowing all about the job you are
interested in before you look for a job.

4. List on the board things to lock for in a job.
a. The future of the job, chances for advancement.
b. Work that uses your interests, intelligence, and training.
c. The working conditions.

B. LESSON 2 - Getting Ready for the Interview

1. Have the students discuss what they would do to get ready

for an interview stressing the following points:

a. Writing a personal-data sheet.

b. Finding out as much about the job as possible ahead of
time.

c. Taking a pen and social security card, as well as proof
of age with them.

d. Being neatly dressed and being on time.

2. Let each student write out his personal-data sheet.
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3. Have students make a List of reasons why people get jobs or
fail to get jobs.

4. Discuss questions asked in an interview (Handout 1).

C. LESSON 3 - Class Discussion on What an Employer Will Pe Looking
For in a Person

1. Discuss reasons people get or fail to get jobs.

2. Have each perscn list personal qualities important to the
employer. Discuss these and mention:
a. Ability to do the job

Dependability

Initiative or drive

Reliability

Good attendance

Efficiency and accuracy

Loyalty

Cheerfulness

Helpfulness

Unselfishress

Perseverance - ability to stick with a job

Ability to get along with others.

o

R lde B T'0Q MDD AO

3. Stress the following points.1
a. A poor student who goofs off a lot will try to get out
of doing work.
b. A student who skips school a lot will try to skip work
a lot.
c. A person who works at only what he wants to in school will
tend to work at only what he likes to or wants to on a job.
d. Whatever job you get, you will need the three basic
skills - reading, writing, and arithmetic.

D. LESSON 4 - How To Get An Interview

1. Ask each student how he would go about getting an interview,
a. Where would he go?
b. Who would he ask?
¢. Where would he look?

2. List on the board different ways to go about getting an interview.
a. Through a relative, friend, placement officer, or an

employment agency official could be the easiest way.
b. Telephone and request an appointment.
(1) Should be polite, clear, and brief.
(2) Get all the facts of where to go, when to go, and
whom to see.

lrducational Division. It's Up To You. A Guide to a Career in Life
ard Health Insurance. (New York: Institute of Life Insurance, 1971).

<01
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c. Unannounced visit to the company
(1) FPave recessary infermation handy (pen, social security
card, proof of age).
(2) Pe prepared to sell yourself to an employer.
d. Letter of application

(1) Contain all necessary information.
(2) Re neat, brief, and businesslike.
(3) Address it to a specific individual if possible.

E. LESSON 5 - Filmstrip "Your Job Interview"
1. Have students listen for and write down important information.
2. Class discussion of the filmstrip.
3. Pand out pamphlet "How to Prepare Yourself for a Jot Interview'
and discuss it.
4. Hand out pamphlet "How to Sell Yourself to an Employer' and
. discuss it.
5. Facts to remember:2
a. Be prepared to talk briefly about your interests and
qualifications.
b. FKnow about the firm.
c. Personal appearance is important.
d. Go to the interview alone.
e. Arrive ahead of time.
f. Be alert during the interview.
g. Be polite, accurate, honest, and frank with your answers.
h. Be prepared to answer any questions.
i, Have a fact sheet.
j. BRe tactful and don't argue.
k. Don't tell the employer vour troubles.
1. C(Concentrate on your qualifications rather than on weak
points. .
m. PRe able to mention a specific job you want.
n. Impress on the employer your willingneas and interest
in working and proving yourself.
o. Call the employer Mr., Mrs., or Miss.
p. Don't be discouraged because you didn't get the job.
Ask about other jobs he may know about.
F. LESSON 6 - Filmstrip "Getting and Keeping Your First Job"
1. Show the filmstrip and discuss it.
2, Stress the following points:

ZBow to Sell Yourself To An Employer.

(Poplar Blurf: Employment

Security Division, 1971).

~ioD
%] o R
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a. Even though your first few days on the job way be con-
fusing because the boss doesn't have time to spend with
you individually, be patient,

b. Use spare time to learn all you can about the business
and your job.

c. Don't be afraid to ask what to do.

d. then you make a mistake be willing to admit it,

e. Keep working even though your job may be repetitious ard
boring.

f. Don't be overconfident, overcritical, or show arger toward
other employees.

g. Learn to take supervision,

h. Don't bother the boss with unimportant matters.

i. Don't be discouraged about low pay.

3. Assign each student to make a list of reasons why a person
would not get a job he was seeking or reasons he might lose
a job he has.

G. LESSON 7 - Reasons People Get or Lose Jobs

1. List reasons people get iobs
a. Neatness, politeness, and punctuality
b. Cooperation, willingness to work, ability to work
c. DBeing alert and knowing specifically the job you want
d. Showing interest and past experience in a certain jot

2. List reasons people fail to get jobs
a. Unsuitable appearance
b. Lack of training
c. Unbusinesslike attitude about your job
d. Asking too many questions
. Showing extreme nervousness
. Showing an unfriendly manner
. Failing to show up at the proper time
. Taking a person with you wien going to apply for a jot

00 M ®

3. List and discuss reasons a persor might lose a job 3
a. Carelessness on the job
b. Unwillingness to follow orders
c. Laziness
d. Absence or tardiness without cause
« Troubtl2making
Too much attention to outside interests
Lack of initiative
Too little or too much ambition
Irresponsibility
Lack of adaptability

e He 09 ™

3How To Set and Hold the Right Job. (Poplar Pluff: Employment Security
Division, 1971).
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H. LESSON & - Role Playing

1. Have each student be prepared for an interview. Divide the
class into twos and let one student be the employer and the
other the employee. Let them conduct an interview in front
of the class.

2. Have a class discussion on mistakes made as well as good
points.

3. Eand out mimeographed sheets on the followine facts to con-

sider:
a. One of the most important ju“s you ever have may be your
first ore.

b. Ouly expect to be paid according to the work you do.

c. Success on the job will be determined by what you put in-
to your job.

d. Chanzes are you won't get the first job you apply foi.

e. Remember that you are inexperienced and most jobs require
experience.

f. You are in competition with others who may be more quali-
fied than you are.

g. Job hunting is hard wor'.

h. Reaching the top of the ladder takes preparation, being
determined, and hard work.

. Getting ahead means getting along and working harmoniously
with others.

j. Always have the attitude that if a job is worth doing, it's
worth doing well.

k. When in doubt, Jon't ever be t=sitant to ask any questions
about rules and regulationms.

I. LESSON 9 - Guest Speaker

1. Have a former student who is now employed come and speak to
the class on his experiences in getting a job and the type
of work he does and what is expecied of him.

2. After the class has questioned the speaker, answer any questions
still remaining concerning interviews and jobs.

3. FEave a general review of facts learned.
a. Peing ready for an interview
b. Knowing how to get an interview
c. '"Do's and Don'ts” in going for ar interview
d. Kk.asons you may or may not get a job
e. Rules to follow if you get the job

II1i. EVALUATION
A. Have the students answer the questions on Handout 2,

B. Give out personal evaluation sheets (Handout 3) and let each stu-
dent evaluate himself. Then let the person sitting beside him

Q. fi11 out this form as he sees him.

:5\7‘4}
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HANDOUT 1

TYPE OF QUESTIONS YOU CAN EXPECT DURING THE PERSONAL INTERVIEW4

Below are listed some of the most often asked questions during the per-
sonal interview. To get a general idea as to the line of thought the
employer follows, during this interview, be sure and read each one of
the questions. Remember the employer or the interviewer will be able
to tell a lot about you during this period of time, so be prepared.

What are your future vocational plans?

How do you spend your spare time? What are your hobbies?

In what type of position are you most interested?

How interested are you in sports?

How do you fecl about your family?

What are your ideas on salary?

What 4o you know about our company? ‘Very important that you know

something about the company with which you are trying to get a job.)

8. Why did you choose this particular field of work?

9. What type jobs have you held? How did you get these jobs and why did
you leave them?

10. What ~ubjects did you like best while in school? Least? Why?

11. Vhy do you think that you would like to work for our company?

12. Do you prefer any certain geographic location?

13. Do you have a girl? 1Is it serious?

14. How much money do you hope to earn by the age oi 30?7 357

15. What do you think should determine a man's progress in a good company?

16. Vhy do you think that you would like this particular type of work?

17. What is your father's occupation? Mother's?

18. Are you looking for a permanent or temporary job? How permanent or
temporary?

19. Do you prefer working with others or by yourself?

20 What kind of boss do you prefer?

21. Are you primarily interested in making money or do you feel that
service to your fellow man is a satisfactory reward?

22. Can you take instructions without getting or feeling upset?

23. Do you live with your parents? Which one of your parents has had
the most imporcant influence on you?

24. Yow did previous employers treat you?

25. Wrat have you learned from other jobs that you have held, that might
help you on future jobs?

26. Car you get recommendations firom previous employers?

27. VWhat interests you about our product or service?

28. FHow long do you expect to work?

29. Have you saved any money?

30. Do you attend church?

31. Do you like routine work?

32. Do you like regular hours?

NV WM
.

YArkansas Guidebook For Vocational Orientation. (State Department
of Education,Little Rock, Arkansas and University of Arkansas Fayetteville,
Arkansas, 1971), p. 328.

ay.

3
L2




33.
34.
35.
36.
37.
38.
39.

40.

What size city do you prefer?

What is your major weakness?

Define cooperation.

How do you usually spend Sunday?

Have you ever had any serious injuries or illness?

Are you willing to go where the company sends you?

What job in our company would you choose if you were entirely Zree
to do so?

What types of people seem to rub you the wrong way?5

SIbid., p. 328.
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HANDOUT 2

QUESTIORS

wrat facts should you consider before looking for a job?

.
t
(A4

zare the "do's ané don'ts" for participating in an interview?

erscnel habits or characteristics keep you from getting

ted
0O
I
(o)
[ ]
(83
1~
.
'Q

Zow would you get an interview for a job?

¥hat should yvou de if you are certein you didn't get this job?

[y

tive quzlities an erplover is looking for in a worker.

Zow should 2 worker act his first few days on the job?

'
P

- -
-
Qud

rt
o

¢ a worker do if he makes a mistake and stands a chance
Sis ‘et teczuse of it?

T
-

[ L 4
v

Ve

i

It

wn

when is it permissible te miss work?

-
-

&t shoulcd cne do if he has to miss work or knows he will be late
OT weTk”

L
-
-~

i
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HANDOUT 3

PERSONAL EVALUATION FORM®

184

Below
Standard Comments_

Above Meets

Personal Standard Standard

1. How neatly groomed am I?

2. An I physically able *o
handle this work?

3. How sincere am I?

4. How alert am I?

5. How mature am I?

6. Do I have transportation
to and from work?

7. Do I have the necessary
educational requirements?

Social

1. How well do I talk?

2. Do I participate in group
activities?

3. Do I get along with others?

Jdccupational

1. Do I have experience in this
work area?

2., Am I willing to assume res-
ponsibility?

3. Do I have a healthy attitude
toward working?

4. Am I willing to work for low
wages until I learn a job?

5. Am I willing to do the same
job over and over without
being bored and tempted to
quit?
6

Ibid., p. 330.
PR




UNIT 18

PLANNING YOUR HIGH SCEOOL AND
POST-ST.CONDARY PROGRAM

1. QRTECTIVES

- - ed

.. Tc nelt the students select courses that will provide them with

zne zraining chev need for entering the World of Work.

Tc helr zhe students realize the importance of completing their

eduzaTion.

¢ makes zhe students aware of different schools available that
Thev zar a:ttend.

T. Tt Z&iscuss the process for entering any school for higher educatior

I. Ir zell che students different ways they can finance their educa-

ey
-1
N
)

-~ ok MR AR

£S30K I - Trings tc Consider in Choosing a Career

ss 1ist things they would need to take into con-
a2t10or before thev choose a career.
nrerests, abilities, qualifications
ducation required for the job
=3

z st sacr s:tucdent take the career in which he is interested and
_ook ur the ecucational requirements for the job.

o is . . ]
Zlass cdiscussion orn items mentioned by the students.
I2Y I - EZducation feor a Career

sequence of education
school

z. Zlementary schocel

Jur:ier Eigh

tigrn School

Teost—secondary Vocational - Technical School
Juricr College

~ 1

Cclliege or Urniversity

.

O

die}

-t

O
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2. Show bow each step is more advanced, how each step leads to a
=ore professional job.

3. Show now basic education teaches the basic requirements: read-
ing, writing, arithmetic.

4. Tell of jobs oae could get for which there is less need for a
higher education.

N

Discuss different courses available in school that one can ex—
pand into a career.

Typing, shorthand, tookkeeping, secretarial practice
Dramatics

Athletics

¥riting and editing

Autce Mechanics

Agriculture

LTI ¢ T W o T b I 1)

C. LESSON 3 - Prerequisites for Entering Post-Secondary Training

+

i
-

[

scuss courses for going into vocational school.
Agriculture
Clerical ccurses
Yoze economics
Yathematics
Acte mecharnics, plumbing, welding, building trades, etc.
Ernglish
Speech

TN O N gt

-. Courses for going into cell.ge

a. EIrglish

b. Matheratics

¢. Sciernce

d. Fistory

e. Art

£. Here economics
g. Agriculture

-

. Speech
2. Have students plan a sample school schedule for the rest of school.
O. LESSCN 4 - Where to Go for Further Tducation

1. “ssign Chapter 18 in American Civics to be read.

[P
WS

scuss each different tvpe schocl

Public high schools

Acaderic high schools
Vocaticral and technical high schools
Vocation-technical peost-secorndary schools
Corrmunity colleges and junior colleges
State colleges and universities
Pay schools and boarding schools
Parochial schools

S0 D L0 T D

Q
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3. Discuss the different types of subjects each school would
have to offer.

E. LESSON 5 - Entering College

1. Have bulletins available from different colleges.

a. Have students read the process for admission.

b. Talk about things one will need to consider before going
to any school away .com home.
(1) close to home or away from home
(2) 1limits of finances
(3) transportation
(4) interest in special- training programs
(5) getting training you want without having .o transfer
(6) ability to spend money wisely
(7) willingness to study hard

c. Give out forms that have to be filled out bi fore entering
college
(1) application blank
(2) transcript
(3) pre-admission tests
(4) medical form

2. Pave each student fill out an application form and get it
ready to send to a college of Lis choice (Handout 1).

3. FExplain a transcript and how to obtain one and where to send
it.

4, Fxplain the tests that some colleges :equire before you can
enter. Fxplain how to get them and how to take them.
a. A.C.T. - American College Test

b. M.C.P.T. - Missouri College Placement Test

¢. S.A.T. - Scholastic Aptitude Test

d. 0.P.T. - Ohio Psychological Test

e. D.A.T. - Differential Aptitude Test

f. F.S.A.T. - Preliminary Scholastic Aptitude Test

5. Have each student go over the medical form (Handout 2) to see
how thorough the questions are.

6. Discuss fees that have to be sa2nt in advance1
a. Incidental fee - pays for iden*ification card for school
activities, school paper and annual, !extbook rental fee,
and hospitalization.

b. Non-resident fee -- paid only by students from out-of-si .e.
c. Application fee -- pays for room deposit for a dormitory
room.

d. Late enrollment fee - paid by studeuats who enroll after the
deadline tor enrolling.

1Sout.heaSt Missouri State College Bulletin. (Cape Girardeau: Southeast
Missouri State College, 1972), pp. 64-65.
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e. Tvaluation fee -~ paid by students who have transferred
from another colliege.
f. Miscellaneous fees
(1) diploma fee ir you graduate
(2) fee for iate payment of incidental fee
(3) fee for changing your program after a ce:tain dead-
line
(4) registration fee
(5) fee paid if you lose your identification card
(6) fee charged if you get a teaching certificate

F. LESSON é - Financing Your Education

1, Look at the bulletins on hand and have the students note the
costs of attending college. List the charges of different
schools on the board,

a, Compare private colleges with public colleges,

b. Compare living on campus with living off campus in an
apartment., Note that vou will have to pay rent and buy
food if you live off campus in an apartment.

¢. Compare living at school with commuting. MNote that if
you commute you'll need a large quantity of gas and an
adequate means of transportation.

d. Compare the cost of different course loads you take. The
fewer hours you carry the higher it will be per hour.

e. Compare going to school in the state where you live with
going to school out-of-state.

2. Talk about different ways your schooling can te financed.

a., Government loans (NDSL) at low interest rate.

b. PRorrowing money from a bank with interest.

c. Scholarships for either scholastic ability or from various
individuals, ‘

d. Work-study programs for students from low-income families.

e. Summer jobs on campus are often availabtle for students who
want to work. ST

f. Part-time work is available for students who want to work
and go to school at the same time.

g. Social Security benefits will continue for dependent chil-
dren until they reach the age cf 22 if they continue their
education,

h. BRasic Education Opportunity Grants

G. LESSON 7 - Jobs available at various levels of training.

1. Pass out fact sheet on jobs (Handout 3).

2. Discuss jobs available for ali levels of education.
3. Talk about different training for different jobs.

4. Have students notice that even simple jobs require training.
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IT1. EVALUATION

A. Have the students make a detailed schedule of classes they will
need to go into a certain field.

E. DPave each student go through the process of entering a college.

C. Pave students plan a budget on how much money they will need for
going to college. (Take into consideration transportation, fees,

clothes, tuition, as well as a certain amount of entertainment
money) .

REFFRENCES
Arkansas Guidebook for Vocational Crientation. State Department of Educa-

tion and University of Arkansas Department of FEducation, Little Rock
and Fayetteville, 1971.

Arkansas State University Undergraduate Pulletin. Jonesboro: Arkansas
State University, 1972-73.

Hartley, William H. and William S. Vincent. American Civics. Chicago:
Barcourt, Brace and World Inc. Publishers, 1967.

Hopke, William E. (ed.). Fncyclopedia of Careers and Vocational Guid-
ance. Revised Idition. I-II. Garden City, New York: Doubleday
and Cormpany, 1972,

Lee, Jasper S. "Preparing For A Career,” Micro fiche Fd. 057235. Jack-
son: Mississippi State University, 1971.

Southeast Missouri State College Sulletin. Cape Girardeau: Southeast
Missouri State Coilege, 1972,

Southern Baptist College Catalog. Walnut Ridge, Arkansas: Southern
Raptist College, 1972-73,

Thiemann, Morman L. HKandbook on Job Facts. Chicago: Science Research
Asscciates, 19€8.

United States Department of Labor. A Supplement to the Dictionary of
Occupational Titles. Washington United States Government Print-
ing Office.

. Dictionary of Occupational Titles. Third Edition. I-II. Kansas
City: United States Covernment Printing Office, 1965,

. Occupational Outlook Handbook. Kansas City: United States
Government Printing Office, 1972-73.

University of Missouri - Columbia Bulletin. Columbia: University of
Missouri, 1972-73.
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HANDOUT 1
APPLICATION FOR ADMISSION2
ANY COLLEGE
Social Security Number
1. Name (Print) 2. Sex
(Last) (First) (Middie)

3. Mailing Address
(Where mail will always reach you) (City) (County) (State) (Zip)

4. Date of Birth 5. Marital Status 6. Residence
(Month, Day, Year) ( ) Single () State Resident
( ) Married () Out of State
( ) Separated Resident
( ) Divorced Country of Citizen-
ship
7. Church Preference
8. 1If Married, Name of Husband or Wife Telephone
9. Parent or Guardian Telephone
(Street) (City) (County) (State) (zip)
10. Name of High School Date of Graddation

Address of High Schoonl
Activities in High School ( ) Band ( ) Choir ( ) Football ( ) Track
( ) Basketball ( ) Baseball
11. When do you plan to enter college? ( ) Fall 19 () Spring 19

12. Entry Status: 13. Race (We admit all qualified
( ) First time to enter any college Students without regard to race)
( ) Transferring from another college ( ) Negro ( ) Oriental

( ) Indian ( ) Caucasian
( ) Spanish () Other (specify)
4. If you have enrolled before at this college, please indicate:
( ) Residence ( ) Correspondence ( ) Extension
15. Have you served in the Armed Forces? ( ) Yes ( ) No
16. List all colleges attended since leaving high school. If you have not
attended any colleges write none in the space below.
Name of School Dates Attended Hours Earned

I hereby z{firm that all information supplied on these blanks is complete
and accurate. It is my understanding that I shall not be considered for
admission to this college until I have submitted my credentials. I under-
stand that withholding information requested or giving false information
may make me ineligible for admission or enrollment.

Date » 19 Signed

Zvprkansas State University Undergraduate Bulletin. "Application for
Admission." (Jonesboro: Arkansas State University, 1972-73).
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HANDOUT 2

e ]
REPORT OF MEDICAL EXAMINATION~
ANY COLLEGE

This Report of Medical Examination is required of every student who wishes
to attend this college.

Name Date of Birth

Last First Middle
Home Address Name of Parent or Guardian
Sex Race Age Height Weight Build:

Clinical Evaluation
Normal Abnormal Check each item in Comments

the correct column
Head, face, neck, scalp-
Nose
Sinuses
Mouth and throat
Ears - General
Drums (perforation)
Eyes - General
Ophthalmoscopic
Pupils
Ocularmotility
Lungs and Chest
Heart
Vascular system
Abdomen and Viscera
Anus and rectum
Endocrine system
G-U system

_Upper extremities
Feet
Lower extremities
Spine, other musculoskeletal
Identifying body marks, scars
Skin, lymphatics
Neurologic
Psychiatric

FEMALES ONLY

Pelvic

Is there any reazson why this person cannot participate in Physical
Education? Yes No

If answer is yes, please explain in detail

Signed

Examining Physician

[:R\f: 3Arkansas § State University Undergraduate Bulletin. 'Medical, Examgpa'.
~ tion Form." (Jonesboro: Arkansas State University, 1972-73), | ~
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HANDOUT 3
FACT SHEET 4
JOBS FOR WHICH A HIGH SCHOOL EDUCATION IS PREFERRED

Licensed Practical Nurse* Asbestos or Insulating worker*#
Salesman ot Saleswoman Carpenter**
Cashier Bricklayer**
Barber* Cerent Mason**
Shipping or Receiving Clerk Coenstruction worker
Cook or Chef** Floor Covering Installer**
Automobile Parts Counterman Lather*#
Cosmetologist* Painter or Paperhanger**
Hospital Attendant Plasterer**
Private Household Worker Plumber or Pipefitter**
Roofer** Waiter or Waitress
Bus Driver* Watch Repairman**
Taxi Driver Factory Assembler
Appliance Serviceman Automobile Painter*#*
Route Man* Gasoline Service Station Attendant
Automobile Mechanic*#* Fireman
Diesel Mechanic** Welder**
Electrician** Mail cCarrier
Farm Equipment Mechanic** Postage Clerk
Millwright#** Hote Bellman
Truckdriver* Railroad Worker

* Specialized training and/or license is needed.
** Apprenticeship training may be required (Part or all may be obtained in
a vocational-technical school.)

JOB FOR WHICH JUNIOR COLLEGE, TECHNICAL SCHOOL
OR CTHER SPECIALIZED TRAINING 15 USUALLY REQUIRED

Forestry Aid Commercial Artist

Dental Hygienist Interior Designer or Decorator
Medical X-Ray Technician Draftsman

Registered Professional Nurse Engineer Technician

Actor or Actress Surveyor

Dancer Televisiun and Radio Service
Musician Technician

JOBS FOR WHICH A COLLEGE EDUCATION IS USUALLY REQUIRED

Accountant Chemist
Advertising Worker Physicist
Public Relations Worker Anthropologist
Clergyman Economist
Forester Geographer
Range Manager Historian
Counselor Sociologist

aNorbert Johnson. Occupational Orientation. An Introduct%on To The
World of Work. (Mississippi State: Mississippi State University, 1973),

p. 33.
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Engineer

Dentist

Dietitian
Optometrist
Pharmacist
Physical Therapist
Physician
Sanitarian
Veterinarian
Mathematician
Biological Scientist
Geologist
Astronomer

Teacher

Newspaper Reporter
Writer

Architect

Home Economist
Lawyer

Librarian
Psychologist
Social Worker
Purchasing Agent
F.B.I. Special Agent
Bank Officer
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UNIT 19

ADVANCING IN A CAREER

I. OBJECTIVES
A. To give students information on how promotions are obtained,
B. To give students basic facts on job promotions.

C. To give students information that would help them receive prc-
motions,

II. LESSON PLANS
A. LESSON 1
1. Instruct students to take an introductory test (Handout 1).

2. Discuss this test and define for the students the meaning of
advancing in a career. Give the students in note form the
following:

a. Success in work and advancement go hand in hand.
b. Advancement means that a worker receives a promotion t¢
another job.
c. Promotions are of 3 kinds:
(1) a better job in the ~ame plant or department.
(2) a job with increased responsibility in the same
company but in a different plant.
(3) a more responsible job with another compary.

3. Discuss these notes.

B. LESSON 2

1. Ask a business man of the community to attend a class Scr =z
discussion session.

2. The following topics should be discussed from th
of what the employer wants:
a. education
b. age
c. work habits
d. appearance of worker
e. productivity
f. personality

m
n
oY
fu
R
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)
0
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]
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C. LESSON 3

1. Ask an individual who has recently received a promoticn
attend class for a discussion period.

2. The following topics should be discussed from the standroins of

AR




(v}

1.

to
.

(VY]

wn

a worker's seeking a premotion.
a. werking conditions

b. fringe benefits

c. vpersonal satisfaction

¢. future of the new job

€. pay

LESSON 4 - Preparation for Changing Jobs

Ir. preparing tc change jobs the worker has several responsibi-
lities to himself and to his employer. Give these in notes to
the class.

The worker should consider the following questions before he

decicdes to change jobs. Decisions should never be made hurried-

1r.
. What is the future for the old and new jobs?

will thte new job be a promotion?

Will I lcse in fringe benefits and seniority privileges?

will I gain?

will I have greater security with the old or the new job?

will I be happier with the new job?

How does the pay for the two jobs compare?

What dces my family think of the change?

Do I have the education and training required for success

in the new job?l

N

Y00 b M

Discuss these questions and possible answers.

AZter a new job has been found and accepted, one must quit the
01l¢ cne. Give these requirements in note form.
&. Vhen quitting a job the worker should
(1) orally tell his boss
(2) give at least two weeks' notice
(3) write a letter of resignation
. The letter of resignation should contain the following
information:
(1) vyou are leaving
(2) why you are leaving
(3) the date you plan to leave
(4) appreciation for the opportunity to have worked for
the ccwmpany
(5) sacple letter (Handout 2)

Jiscuss any questions about the letter of resignation or require-
ments for it.

R
“Jasper S. Lee, "Advancing in a Career," Micro-fiche Ed. 057235.

{(Jzcksen:

Mississippi State University, 1971), p. 203.
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6. Have the class write a fictitious letter of resignaticn Zor
a job they might hold. This letter should give the appearance
of being in a picture frame; margins well-balanced.

E. LESSON 5
1. T~ke one or two days and discuss as many of the Zollowing
factors as possible. All of these factors are impercanc in

advancing in a career.

2. Factors to consider ard discuss.
a. personality and problems

b, attitude

c. skills ond capabilities, honesty
d. education

e. self~-control, background

f. personal appearance and hatits
g. health

h. pressures of promotion

i. experience

j. confidence

k. flexibility in a job

1. reliability

III. EVALUATION -~ TEST
A. What are the three kinds of promotions?
B, VWhat do employers consider in granting promoticns?
C. What are some reasons people change jobs?
D. What should be considered in determinirg whether rc change ‘obs

E. What four items should a letter of resignation conta=2"

Mississippi State University, 1971.

Linneman, Robert E. Turn Yourself On: Coal Planning For Success. “ev
York: Richards Rosen Press Inc., 1970.

Russon, Allien R. Business Behavior. Third FEdition. Ciaciaraz." ‘tuta~

western Publishing Company, 1964,

REFERENCES
Arkansas Guidebook for Vocational Orientation. 'Factors Tha:r Ilocvern
Promotion of Employees.' State Department of Educaticn and Taiverszz-
of Arkansas Department of Education, Little Rock and Favecrtevilla. .37
Lee, Jasper S. "Advancing in a Career,'" Micro-fiche £d. 087235, acxacen




HANDOUT 1

INTRODUCTORY TEST

;. Tl_ace & - pefore True statements; and F before False statements.

.. Une snould get a solid foundation in their job.
z Z: .s never important to be successful in one's job.
I Torst impressions can be very important.
- Iz .z bstter to advance an employee than to hire new employees.
: Une mav obtain irformation on a new job through classified ads.
v Ins mav receive information on jobs through employment service.
- ine me+ recelve information on new jobs through acquaintances
&7 WOTi.
: It s &z gcocd idez to guit an old job before looking for a new
ons
< Refpre _saving Ior z new job, one should provide their employer
wotr Twr weeks' nuzice.
-7 ne wav oneed their former employer's recommendation when apply-
Zng for & new ‘od.
- £, T
- . -
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HANDOUT 2

527 Llm Street
Doniphan, Missouri 63935
January 15, 1974

Mr, Harrison Wells, Personnel Director
Vitronics, Incorporated

Highway 160

Doniphan, Missouri 63935

Dear Mr. Wells:

This is to inform you of my resignation as a typist with
your company effective February 15, 1974.

My association with Vitronics, Incorporated has teen a
pleasant and rewarding experience. FHowever, in order to
reach my full potential in a career, I need additjonal
education. With that thought in mind, I am enrolling in
the Department of Business Education at Southeast Missouri
State University.

I shall miss working with you and your company. Thank you
for the opportunity of working for your company the past

two years.

Sincerely,

Mary McDonald

198
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APPENDIX A

VOCABULARY AND SPELLING

ability
advancement
alterrative
apritude
anxiety
autonation
&vocatior

brochure

career
category
collective-bargaining
cocputationel
cozrmunication
concentrate
censult
contributicn
cooperation
coordiration
counsel
curriculum

c¢iscriminztion

econocy
enotion
execute
executive
experience

flexible

iritiative
integrate
integrity
interaction
interview
intuiticn

leisure
literary

carnagecent
ceonitering
cotivate

occupation
orientation

patience
perseverance
persuasive
personality
philosophy
phobia
potential
prestige
priority
production
profession
profile

rapport
recreation
relevant
research
resignation

self-identity
sequence
specialize
speculate
supervisory

technical
transcript

vocational
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SCORE

I.

APPENDIX B

PRE AND POST TEST
CAREER ORIENTATION AND EXPLORATION

(Grade 8)

NAME_

Place a T or an F before these true or false questions.

11.

12.

13,

14,

15..

16.

A person can have an occupation and still be unemployed.

Demand is a greater factor in career decision than personal
satisfaction on the job.

Unskilled labor is frowned upon and should be avoided in
choosing a career.

Men and women have practically the same life expectancy in
years.

Once an occupational commitment is made, a person should
stay with it.

Conditions during the 1800's caused the people of the North
to have slightly different views toward work from those of
the South.

Students should be made aware of the characteristics that
employers look for when selecting applicants.

Each person has some skill.

In the early history of the United States, most people worked
at or near the home.

Initiative, tact, and reliability are keys to a successful
career,

Work uses much of a person's energy and a clever worker is
one who does what interests him while he is earning a salary.

The interest one develops while in school has no influence
on the type person one might choose for a husband or wife.

Pride in one's work usually results in a job well done.

Attitudes develop from the way one feels and thinks about
others.

Interests are a result of our experiences.

It was more difficult to choose a job in the early days of
our nation than it is today.

£ P
,—~
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17. There are more white-collar workers than there are blue-
collar workers.

18. In the occupational arrangement of the Dictionary of Occupa-
tional Tities there are nine different categories.

19, It i4 you who will determine how successful you will be in
learning to get along in the World of Work.

20, When you are well informed, selecting the right occupation
is an easy task.

ITI. Place a check mark before the best answer.
1. The best guide to chcosing an occupation is to

a. read want-ads in newspapers

b. find out all you can about the highest paying jobs

c. try to learn all you can about your skills, abilities,
and interests and match them with a job using these
characteristics

2. Career development is

a. an ongoing process
b. ended when a person enters the World of Work
c. most important in Junior High Schoel

3. The main purpose of classes in occupational orientation is

a. To encourage individuals to make a definite job choice
during the school years

b. to teach students definite job skills

c. to provide individuals with a sound basis for job choices

d. to help the students get a job for summer

4. 1In considering a job change one should

a. let his boss know in advance

b. give his boss an oral or written announcement well in
advance and express his appreciation for past favors
received

c. tell his co~workers he is quitting so they can tell his
old boss

d. Jjust not bother to return to his o0ld job after receiv-
ing another omne

5. If you are to be liked by others you must
a. like yourself

b. take advantage c¢f others
c. trust all others




10.

11.

12.
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All the things that have happened to you since you were born

V]

o

O

o

are your experiences

have formed the permanent person you will be

have little to do with your attitudes and abilities

are unimportant since change must come from within one's
own self

One quality that will help a person most to advance in the World

of Work is
a., perseverance
b. conceit
¢. bossiness
d. shyness

Interest can best be defined as

V]

o

O

o

how well you are able to do a job

concern, satisfaction, or pleasure in a thing or an activity
what one does that uses up energy

the activity in which one finds the most people engaged

An individual's interests usually begin to stabilize by

V]

o

O

o

10 years of
14 years of
18 years of
21 years of

age
age
age
age

The following characteristics will affect your success on a job

V]

o

O

o

initiative
tact
reliability
all of these

Which person would be apt to do the most physical work

a.
b.
c.

professional worker
service worker
clerical worker

If you make a mistake on your job

V]

o

O

o

just admit your failure and quit immediately
blame it on someone else

act as if you didn't know a mistake had been made
admit the mistake and say you'll try to do better

PRV




13.

A letter of resignation should give your employer a notice of

a. one month
b. six months
c. two weeks
d. one week

ITT1. Fill in the blanks with the correct word taken from the list below

clerical beautician professional

attitudes service personal

career salesman interview

perseverance reliability alternative

occupation aptitudes

1. Selecting goals is a must when planning for a
successful and satisfying life.

2. occupations contain jobs such as motel maid,
laundryman, or waitress.

3. An occupation such as a stenographer would be classed as a

occupation.

4., A type of occupation usually takes
more formal education than any of the other types.

5. A would be a service type of occupation.

6. A scheduled meeting to discuss the possibility of employment
with an employer would be called an

7. would be a characteristic one might have
if he generally liked to stay with a task until it was completed.

8. A stage in the decision-making process might be called an

9. One's life work might best be callzi his

10. A person's natural talents are known as his

IV. List 5 things that should be on your personal-data sheet before you
go for a job interview.

1.

2.

LN
v3
.
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List some positive and negative traits of personaiity,

Positive traits

('t

Negative traits

1.

2.
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CAREER ORIENTATICN AND EXPLORATION

(Grade 8)
TEST KEY
I. True - False
1. T 6. T 11. T 6. F_
2. F_ /. T 12. F 17. T
3. F_ 8. T 13. T 18. T
4. F_ 9. T 4. T 19. T
5. F_ 1o. T 15. T 20. _F_
II. Best Answer

1. ¢ 4. b_ 7. a_ 10. d_
2. a_ 5. _a_ 8. b il. b
3. ¢ 6. a_ 9. ¢ 12, d

13. ¢

ITI. Blanks

1. personal IV. Personal-data sheet
2. service 1.
3. clerical §:
4. professional g:
5. beautician V. Tersonality traits
6. interview 1.
7. persevarance g:
8. alternative g:

9. career

10. aptitudes

(TOTAL POINTS -- 53)




SCORE

I

APPENDIX C
CAREER ORIENTATION AND EXPLORATION
(Grade 9)

NAME

Place a T or an F before these true and false questions.

1,

10.

11.

12.

13,

14.

15.

16.

Planning a future career should be flexible instead of pin-
pointing one specific job.

Experimentation with different jobs is considered a loss of
time in decision making as it relates to job satisfaction.

Many writers believe occupational choice is a basic expression
of personality organization.

Duties within job clusters or job families differ g itly in
many respects.

Work always involves monetary rewards.
Work ethics are the same in all countries.

Upon graduation from high school, final career choices should
definitely be made.

Standards of living are determined only by the kind of work
the individual does.

Work aids in meeting the social and psychological needs of
man.

The basic purpose of unions is to protect emplioyees,

Personality factors have much to do with job dismissals.

When you look and feel your best you are more poised and
confident.

A student must recognize his own feelings and emotions for
what they are even if he is a little ashamed of them at
times.

Responsibility involves taking action without being told.

Individual aptitudes and interests can be tested thereby re-
sulting in possi’ ¢ job placement best suited for the in-
dividual.

Interest is synonymous with ability.

P
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17. All occupations have a six-digit code classificaticn ir the

21.
22.

23.

24,

25.

Dictionary of Occupational Titles.

Volume II of the Dictionary of Occupational Titles has the
same format and purpose as Volume L.

A cluster of occupations consists cof the varicus jobs thac
are necessary to conduct a certain enterprise.

There are more white~collar workers than there are blue~
collar workers.

The need for service workers is declining.
Personal values are important in considering a jot selectic:z.

Structural work occupations are in the same category as the
professional occupations.

Success in a career is based upon your attitude toward suc-
cess.

A handicap is never really a liability until the individual
views it as such.

Place a check mark before the best answer.

1,

Job families pertain to

a. all the members of a family and what their jcts are
b. all occupations within one interest area
c. neither a or b atove

If you are fully trained in a job you are doing todavr

a. there is little need for further training

b. there may be need for further training

c. your job could becore obsolete because ¢ zechnmclcozic
changes

Career development is
a. an ongoing process
b. ended when a person enters World of Work

c. most important in Junior High School

The occupation most likely available to a person with z -
diploma and no specialized training would be

(1]
Ha
(&)
)
)
1]

a. journeyman carpenter
b. engineer

¢c. practical nurse

d. assembly line worker
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The resource most likely to give cne the most reliable information
atout a job would be

a. his counselor

b. his English teacher

€. Dictionary of Occupational Titles
d. novels about college life

Sasec on current trends, educational and training requirements
for jobs are likelyv to

a. increase
b. decrzase
c. be unpredictable
d. rermain the same

All adolescents finé out sooner or later that it is up to them to
get aleng with 2 wide variety of other people. Vhen they are
tncertain of treir ability to cope with these situations

[

thev develop self-confidence

thev begin to trust themselves too much

anxieties cevelop

they cdevelop a keen awareness for the consideration of
others

o

0

A

Invironment has been proven

a. to be a strong force in determining the kind of person
cre will becore as an adult

. to be a small determining force in the ¥ind ot person
one will become as an adult

c. to be a medioccre influencing force in determining the kind
of persor cne will become as an adult

. to have zbsolutely nc influence in the kind of person one
will becorme as an adult

v g

i

“he psycholeogist who has divided interests into ten major areas
and cesigned a survey for pointing out the individual's interest
pattern is

a. Rogers

. ¥ren
¢. Kuder
¢. TFreud

It is izportant to cdevelop new interests because

a. technological changes might make an occupation obsolete

. the nore activities you know about, the broader your inter-
ests —ay becore

¢. your future plans are more flexible

. all of these




11. Persons selecting an occupation should decide upon perscnal zoal:
a. before chodsing the occupation
b. after choosing the occupation
c. while choosing the occupation
d. at no particular time during the choosing of an - -cupacion
12, The cheapest way to get financial aid for going to co lege wcull De

a. from a bank
b, from a loan agency

d. from an individual

Match the following words with their definitions.

c. from a government loan

Place the :

the right word in the blank before the definition of that word.

a. prestige 1.
b. aptitude 2.

c. avocation

d. philosophy —
e. motivate 4.
f. relevant
g. potential —
h. integrate 6.
i. goal 7.
j. brochure _____ 8.
k. integrity 9%
1. category

10.

m. priority

n. orientation

outlook o~ rules one lives by

iaco
Zfor

inborn traits that guide vou
certain areas of work suited

the end to which one's efforc :s
directed

that which a person is capabies of
doing

a job or activity pursued in adaizzon

to one's main occupation
move to acticn

to unite with something else
meaningful or related to

a pamphlet usually describing z
certain place or thin

an introduction to or acquainc:iag
with an existing situaticn

PR i 2 s
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ir eacr :clank with & word taken from the following list of words

cens anxiety
SD0ILon conceit
DATSOTE_IIY interaction
esceptance category
self-egzser initiative
InzegriIy tact

-

Cne nas & guelity or characteristic when he adheres to a code of
xores or other values. Then he is said to possess .

is the totality of characteristics or
I & person that makes him different from other persons.

wner & person acapts himself to prevailing standards or customs
-

o€ 1§ s&il e .

when he shows energy
teginrning action toward a goal.

@nzzl anc (or) bocily action toward a strong feeling can be

sC & sigr of .

is a showing of excessive appreciation
owT. woTth of virtue,

ry
LN
8]
8]
m
m

whEr 2né has z hermonious accord or relation with his co-workers

wner & person displavs painful or apprehensive uneasiness of mind
otter someining, he is szid to show .

is a word meaning self-respect.

is a keen understanding of how to
T tc get zlong well with others.

erscrality. Tell how each trsit might
cizl to a person in the World of Work.
s vou think you possess. (3 points).

3 O
th
=0




VI.

Name 5 Occupational Categories of the Dictionary of Occupational Titles.
(5 points)

l.

2.




I. True-False

1. T 6.
2. _F 7.
3. T 8
4. T 9,
5. _F 10.
II. Best Answer
1. b 4,
2. _c 5
3. _a_ 6.
ITI. Matching
1. d 6.
2. b 7.
S.o_d 8.
4, g 9
5. ¢ 10.
IV, Bleanks
1. integrity
2. personality
3. conform
4. dinitiative
5. emotion

bk

CAREER ORIENTATION AND EXPLORATION

RN I LR

11.
12.
13,
14,

15.

10.

{Grade 9)

TEST KEY

el e S

1

1

IO Im IO

16.
17.
18.
19.

20.

0.

1,

V.

VI.

conceit
rapport

anxiety

F_ 21. F_
T 22. T
F_ 23. F_
T 26. T _
T 25. T_

Personality traits

W 1O =

Occupational Categories

(any; 5 out of 9)

VoWt e

self-esteem

tact

{TOTAL POIN’Q[#O 65)




